MUHHUCTEPCTBO CEJIbCKOI'O XO35IICTBA POCCUICKOM ®EIEPAIINHN
®DenepalibHOE TOCYIaAPCTBEHHOE OIOPKETHOE 00pa30BaTeNIbHOE YUpPEXKACHUE
BBICITIIETO OOpa30BaHUS
«KYBAHCKMI TOCYIAPCTBEHHBIN AT'PAPHbIN YHUBEPCUTET
nmenu W.T. TPYBUJIMHA»

@axynbpTeT yIpaBiIcHUSA
T'ocynapCTBEHHOIO ¥ MyHUIUIIAIBHOIO YIIPaBICHUS

YTBEPXJIEHO
Hexan

Kynpsikos B.I.
Ceptngukar.  2a00000989c7dac2ebb07 169d3000200000989
Bnanenewy:  Kyapakos Bnagumup Meopruesiy Hp OTOKOJI OT 1 4 X 05 . 2026 Ng 9/ 1

DeficTeuTenen ot 23-05-2021 no 22-05-2026

CBEJIEHVIA O CEPTVI®VIKATE 31

PABOYAS TPOI'PAMMA JUCIUAIIJIMHBI (MO YJIS)
«OCHOBBI JEJOITPOU3BOICTBA»

VYpoBeHb BhIciIero o0pa3oBanus: OakansaBpuar

Hanpasnenue noarorosku: 38.03.04 ['ocynapcTBeHHOE U MyHULIMIIAJILHOE YIIPABIECHUE

HanpasnenHocts (pouiib)IoAroTOBKH: YIPaBICHUE PErHOHOM, TOPOJICKUMH U CEIIbCKUMHU
TEPPUTOPUSIMHU

KBanudukanus (creneHb) BhITyCKHUKA: OaKaiaBp
@®opMbl 00y4eHUS: OUHAs, OUHO-3a0YHAS
I'on HaOopa (mpuema Ha oOyuenue): 2026

Cpoxk nosy4eHus: 00pa3oBaHMs: Ounas ¢popma oOyuenus — 4 rona
Ouno-3a0uyHas popma oOyueHus — 4 roga § mecsua(-eB)

O0BeM: B 3aUETHBIX eqUHUIax: 4 3.¢.
B aKaJIeMHYECKUX Jyacax: 144 ak.4.

TTonrorosneno B cucteme 1C:Yuusepcurer (000009920) Crpanuna 1 u3 27



2026

TTonrorosneno B cucteme 1C:Yuusepcurer (000009920) Crpanuta 2 u3 27



Pa3padoruukmu:

Crapumii npenogasarens, kadeapa rocyJapcTBEHHOTO U
MyHHUIMNAIbHOTO ynpasineHus ['ankuna A.T.

Pabouas mporpamMma ITUCHMILIMHBEI (MOIYJsI) COCTaBI€Ha B COOTBETCTBUH C TpeboBaHusmu OI'OC
BO no nanpasnenuto noarotoBku 38.03.04 T'ocymapCTBEHHOE M MYHHIIMIAIBLHOE YyIpaBJICHHUE,

YTBEPKJACHHOTO MpukazoM MunoOpHayku ot 13.08.2020 Ne 1016

ComnacoBaHue U yTBEPKACHUE

ITonpasnenenue
No WIN ) OTBeTCTBEHHOE PUO Busa Jlata, mpOTOKOII
KOJUIETUAJIBHBIN JIALIO (Ipu HaNMMYUN)
oprau
1 |TocymapcTBeHHO | 3aBenyrolIMii benkuna E.H. CornacoBano | 13.04.2026, Ne
rou kadenpoii, 33
MYHHIIUITAIBEHOT | PYKOBOAUTEH
O YOpaBIEHUS |TOApPAa3IEICHUS,
pealn3yoIero
OI1
2 PykoBoguTens beaxnna E.H. CorracosaHo 12.05.2026
00pasoBareIbHO
W MpOTrpamMMBbl
3 VYopasnenus | Ilpencenarens Hecrepenko M.A. CornacoBano | 13.05.2026, Ne
METOAMYECKOM 51
KOMHUCCHH/COBET
a

TTonrorosneno B cucteme 1C:Yuusepcurer (000009920)

Crpanura 3 u3 27



1. Heab 1 3a1a4um 0CBOEHMSI TUCUMUIIIMHBI (MOLYJIs1)

Llenb OCBOGHMS JUCHMIUIMHBI - (OpMUpOBaHME KOMIUIEKCA 3HAHUH O BEICHHUHU
JeTOTIPOU3BOJICTBA, MPHOOPETEHNE MPAKTUYECKUX HABBIKOB PabOTHI C JOKyMEHTaMH M O00pabOTKH
YIPABICHYECKOM M JOKYMEHTAIlMOHHONW HH(OPMAIMM B TOCYIAPCTBEHHBIX M MYHHUIUIAIBHBIX
opraHax yrnpaBJeHHs U OpraHU3aIHsIX.

3amaun U3y4eHus TUCIUILIHHBIL:

- - TIONyYeHWUE 3HAHWK OO0 OCHOBHBIX BEJICHUS JEIIONPOU3BOJICTBA, KATETOPUSX M ITaIloB
JIOKyMEHTO000POTa B pa3IMYHBIX chepax AesITEIHbHOCTH;;

- - BbIpa0OTKa HABBIKOB IOMCKAa W HCIIOJIH30BaHUS HOPMATHBHBIX M IPABOBBIX JOKYMEHTOB,
ONPENEIIONINX ~ TMOPSAOK  JTOKYMEHTHPOBAaHHMS B MpOIECCe  OpraHW3allid  BHYTPEHHHX
KOMMYHUKAIIM ¥ OPTaHU3aI[HOHHOTO B3aWMOJICHCTBUSI C BHEUTHHMHU OPTaHHM3ALUSIMHU U OpraHaMu
TOCYIJapCTBEHHON BJIACTH TIOCPEJCTBOM IIOHMCKA, aHAIM3a W HWCIOJIb30BaHUS HOPMATUBHBIX U
MIPAaBOBBIX IOKYMEHTOB.;

- - (¢opMHpOBaHWE YMEHHH WCIIOJNIL30BaTh HOPMATHBHO-TIPABOBBIC 3HAHWS B IIpolecce
OCYIIIECTBICHUSI  JOKyMEHTAI[MOHHOTO OOCCIICYCHUs] yNpaBJIIEHUS B  Pa3IUYHBIX  cdepax
JESITeITbHOCTH. .

2. [Inanupyempble pe3yJbTaThl 00y4YeHHs 10 TUCUUILIMHE (MO1YJ/II0), COOTHECEHHbIE C
IVIAHMPYEeMBbIMHU pPe3y/1bTaTaMU 0CBOeHHs 00pa30BaTe/IbHON NPOrpaMMblI

Komnemenyuu, unouxamopul u pe3yniomamul 00y4eHus

[TK-I16 Cnioco0GeH oCyIecTBIATh AeATEILHOCTh M0 OKAa3aHUIO YCIIYT, BEJCHUIO JIEJIOMPOU3BOICTRA,
YIIPaBJICHUIO 3aKyMKaMH B c(pepe rocyIlapCTBEHHOTO M MYHHIIUTIAIBHOTO YIIPABICHHS

[TK-I16.1 3naeT mOpsIOK, TpeOOBaHU, 3Tanmbl U NPUHIUIBI pa3pabOTKH M TPUMEHEHHUS
periaMeHTOB
3namo:
[IK-I16.1/311 3HaTh ompeneneHuWe permaMeHTa, €ro Ield W 3aJadyd. 3HaTh BHJIBI
pEeIIaMEeHTOB. UMETh NMOHUMAHHUE O CTPYKTYpE peKJIaMEeHTa, O MOPSAKE €ro CO3AaHUs U
YTBEP)KICHHSL.
[TK-116.1/362 3HaeT BHYTpPEHHHE PETIIAMEHTHI YUPEKICHUS WIM OpraHU3AIMH. 3HAET
IITaTHOE PaclMCaHUE YUPEKICHNUS WIN OPraHU3aLHH.
[TK-116.1/313 3Haer monokeHue o0 oruiare Tpyda M MOJOKEHHUE MO OIOKETUPOBAHUIO
OpraHu3ali WIA YYpEeXKJICHHs. 3HAeT METOAUYECKHE HHCTPYKUUH IO BEICHUIO
JIeJIONPOU3BO/ICTBA B YUPEKICHUN WU OpraHu3aluu
[IK-I16.1/384 3HaeT HOPMATHBHYIO NPABOBYIO JIOKYMEHTAIMIO0 00 HH(OPMAIIMOHHBIX
TEXHOJIOTHSIX, UH(OPMAIIMOHHBIX CHCTEMaX U cepBUCcax, 00 nHPOpMaLUH.
[IK-I16.1/385 3Haer pa3nuyuHBIC SJIEKTPOHHBIE CEPBUCHI M 3JIEKTPOHHBIC CHUCTEMBI,
SNIEKTPOHHBIE TUIOUIAIKA B c(epe peanus3aluu ¥ MPEIOCTaBICHHUS TOCYAapCTBEHHBIX,
MYHUIUATBHBIX YCIYT.
Ymemu:
[K-I16.1/¥YM] VYmerp pa3paboTath M COCTAaBUTh PEIVIAMEHT, YTBEPAMTH PEIIAMEHT.
yMeTh paboTaTh B CUCTEME PETJIAMEHTOB, JOMOIHSS UX, KOPPEKTUPYS UX U3MEHEHUSI.
[IK-I16.1/YM2  YMmeeT OCyWIECTBIATH MOMCK HMHPOpPMAIMKM B  JTOKYMEHTax,
OTIPENIEIIAIONINX MOPSAAO0K B3aUMOICHCTBHS TMOpa3/IeeHu U paOOTHUKOB OpraHU3aIIH
B PaMKax ONPEAEIEHHOTO IIpoLecca
[MIK-116.1/¥YM3  YMeer mnpuMeHSATh  CTaHAAPT IO  peaju3aluu  Iporiecca
JOKYMEHTUPOBAHHSA, YMETb IPHUMEHATh IOJOKEHHE O IpoLecce AOKyMEHTAallud, B
paMKax peaiau3aliy KOHKPETHBIX NMpodeccnoHaIbHbIX ASHCTBUH U 3a1ad.
[TK-I16.1/YM4 YMmeeT onpenensTh TpeOOBaHUS K YUaCTHUKA 3aKYIKU
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[IK-I16.1/YM5 VYmeer mpuMeHSATh B NMPO(ECCHOHATBHOM JEATEIbHOCTH HOPMAaTHBHBIC
MpaBOBBIE aKThl B cdepe cepBHCAa TO MPEAOCTABICHUIO TOCYIapCTBEHHBIX U
MYHUIUTIATBHBIX YCIIYT.

[TK-116.1/YM6 YMmeeT ucmonb3oBaTh WH(YOPMAITMOHHBIC CIIPABOYHO-TIPABOBBIE CHCTEMBI
U KOMIBIOTEPHbIE M TEJIEKOMMYHUKALIMOHHBIE CpPEIACTBA U TEXHOJIOTUU MAJIs
dbopMupoBaHus 3a8BOK IO MOJIYYEHHUIO TOCYJAPCTBEHHBIX U MYHUIIUTIATbHBIX YCIIYT.
Braoems:

[IK-T16.1/HB1 HaBblku TOHWMMaHUS BHEAPCHHUS] CHUCTEMBI PEITIAaMEHTOB ITOMOTAIOT
yOOPSAOUYMBATHE paboyue TPOIECChl. JAal0T BO3MOXKHOCTH OLIGHUTh PE3YyJbTaThl
npodeccuoHaNbHON 1eATeNbHOCTH, PEIIUTh TUIIOBBIE paboune 3a1auu.

[TK-I16.1/HB2 Bnageet anropuTMOM U MPOLIECCOM peaTU3allii BBIMIOJHEHUS OTJEIbHBIX
NEUCTBUI, peamu3yeMblX Ha OTIENbHBIX paboumx MecTax. BiIaJeeT crocodaMu
MPUBIICYCHUS U OOYUYCHHsI IIEPCOHANIA.

[IK-116.1/HB3 BmaneeT MeTOAMKOW OpraHM3alldiyd IO COCTaBJICHHUIO BHYTPCHHEH
JOKYMEHTAIlMM OpraHu3alMy IO ONHCAHUIO BCEX JeTalell Mpolecca BBINOJIHEHUS
ompeeIeHHBIX TPodecCHOHANBHBIX ACHCTBUN 1 3a/1a4.

[TK-I16.1/HB4 BnameeT BO3MOXKHOCTBIO HCIIOJIb30BaTh WH()OPMAIMOHHBIE TEXHOJIOTHH,
CUCTEMBbl B paMKax NpPENOCTaBJI€HUS U  peaju3allu TOCYIAPCTBEHHBIX U
MYHUIUTIATBHBIX YCIIYT.

[IK-T16.1/HB5 Bmameer BO3MOXHOCTBIO TIPUMEHEHHUSI COBPEMEHHBIX CEPBHCOB,
IUIOMIA/I0K MH(GOPMAIIMOHHBIX TEXHOJOTUH M CHCTEM IO 3arpy3Ke JUYHBIX JaHHBIX U
MOJTyYEHUI0 HEOOXOAUMBIX TOCYJAPCTBEHHBIX U MYHUIIUTIATBHBIX YCIIYT.

[IK-I16.2 3Haer mpouecc ITOKYMEHTUPOBAaHUS U JEMOHCTPHPYET yMEHHE paboTarh C
JTOKyMEHTaMu

3namo:

[IK-I16.2/3u1 3Haer noHsATHE JOKYMEHTA, UX KJIACCH(PUKALUIO U BUIBL. 3HAET AIITOPUTM
paboThl ¢ JOKYMEHTONMOTOKAMHU BXOSIINX, UCXOIAIINX U BHYTPEHHUX JTOKYMEHTOB.
[K-116.2/312 3Haet rOCyJapCTBEHHbIE CTaHJapThI o 0 OpMIICHHUIO
OpraHU3aIMOHHO-TIPABOBOM M OPraHU3aLlMOHHO-PACTIOPAAUTEIBHON TOKYMEHTAIIUH.

[IK-116.2/363 3naer denepanbHble 3aKOHBI, [MOCTAHOBICHUS  IPABUTEILCTBA,
perTaMeHTUPYIOIIUE PaBUIa BEICHUS JITONPOU3BO/ICTBA.

[1K-I16.2/384 3HaeT nepeyeHb KOHKYPCHON JOKyMEHTAIUU B 3aKyTKax
Ymems:

[K-I16.2/YM1 YMeeT cocTaBiATh JOKYMEHT, perUCTPUPOBATh, BU3UPOBATh U CTAaBUTh Ha
KOHTPOJIb. YMeeT padoTaTh B CUCTEME JIEKTPOHHOTO JJOKyMEHTO000pOTA.

[IK-I16.2/YM2  YMeeT TNpPUMEHATh METOAWYECKHE PEKOMEHIAIMM BHYTPEHHHE
MHCTPYKIIMHU B IPOLIECCE BEICHHS EJIONPOU3BOICTBEHHOM JIETELHOCTH.

MK-I16.2/Ym3 Ymeer CO3/1aBaTh OpraHMU3allIOHHO-IIPaBOBBIE u
OpTraHU3aIMOHHO-PACTIOPSAUTEIbHBIE JOKYMEHTHI.

[IK-I16.2/YM4 YMmeeT cocTaBnsTh IJIaH-TpaduK

Bnaoemw:

[TK-I16.2/HB1 Brnangeet HaBbikamMu pabOThI ¢ HHCTPYMEHTAMU JEIIOMPOU3BOICTBA, YMEET
pabotath B cHCTEME SJIEKTPOHHOTO JIOKYMEHTOOOOpOTa. BiajeeT HaBbIKaMu cOopa,

00paboTkn WHGPOPMALUMU W ydyacTHs B HMH(POpPMATH3ALMU JCSITEIBHOCTH OPraHOB
rOCYIapCTBEHHOM BIIACTH U MECTHOTO CaMOYIIPABJICHHUS.

[TK-I16.2/HB2 BnanmeeT METOOUKOW M WHCTPYMEHTAMH BEACHHS ICIOMPOM3BOJICTBA B
YUPEKICHUU WIH OPTaHU3aALUU.

[IK-I16.2/HB3 Bnageer HaBbIKaMu pa3paOOTKM CTAaHAAPTOB W HOPMATUBHOMU
JOKYMEHTAIH; TPUMEHEHHSI CTAaTUCTHYECKUX METO/I0B.

[1K-I16.2/HB4 HaBbIkamu 1OMCKa JOKYMEHTOB B €HC
[TK-I16.2/HBS JlemoHCTpHpYyeT ymMeHHE paboTaTh C TOKYMEHTAMHU
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[IK-I17 CnocobGen BraaeTh HaBbIKaMH cOopa, o00paboTku wuHpoOpMaMM U ydacTHs B
MH(POPMAaTH3AIHMU ACATEIBHOCTH OPIaHOB rOCYAaPCTBEHHON BIACTH U MECTHOTO CaMOYTIPaBICHHS

[IK-I17.1 3Haetr ocHOBBI, cnenuduKy U METoAbl cOopa, o0paboTku WHOOPMAIMH; OCHOBBI
WHPOPMATH3AIMH ACITETPHOCTH OPTaHOB BIIACTH

3namu:
[TK-I17.1/311 3naeTt meToasl cOopa 1 00padOTKHM MAPKETUHTOBON MH(MOPMAITIT

MK-I17.1/382 OcHoB, cnienpuKu U METOA0B cObopa, 06paboTKi MHPOPMALIMU; OCHOBBI
U CcrI0COO0BI yyacTusi B MH(pOpMaTU3aluu e TeIbHOCTH OPTaHOB BIACTH

Ymems:

[MK-T17.1/¥Ym1  VYmeer BbIOpaTh MeTOA cOOpa MATKETHHTOBOW HWHGOPMAIUKA IS
UCCIICIOBAHUS

[IK-T17.1/YM2 Bpibupate Metonm cOopa uHOpMAIMu ¢ yd4eToM CrherupuKu
JIeATEIIFHOCTH OpaHa BIIACTH

Braoemy:

[IK-I17.1/HB1  Bmageer Meromukoil  0o0paOOTKM  NEPBUYHON  MapKETHHTOBOM
UHPOpMAITIH

[IK-I17.1/HB2 CoOopa, 00paboTKHM UHPOpPMAIUK, YYacTHUs B HWHGPOPMATH3AMU
JeSITEIbHOCTH COOTBETCTBYIOIIMX OPIaHOB BIACTH U

[IK-I17.1/HB3 Bnaneer HaBbikaMu cOopa, 00paboTku HHGOPMALIUU

[IK-I17.2 JlemoHCTpUpyeT yMeHHE coOuparh, 0OpadaThiBaTh MH(POPMAIIMIO U y4aCTBOBATH B
WHPOPMATH3AIMH ACITEITBHOCTH COOTBETCTBYIONINX OPTaHOB BIACTH

3namu:
[MK-117.2/311 Cnemuduxu u meTogoB cbopa, 00padboTku nHpopMaIuu
Ymemns:

[TK-117.2/YMm1 Tlpumensatp Metombl cOopa, oOpaboTku WH(MOpPMAIMU B JEATEIHLHOCTH
OpraHOB BJIACTH

Braoems:

[IK-I17.2/HBl CGopa, 00OpaOOTKH, HHTEpIpPUTALMU HHGOpMAIMK, Yy4acTus B
UH(POPMaTH3AIMU AEATEIbHOCTH OPTaHOB BIACTH

[IK-I17.2/HB2 OGpabareiBaeT HHGOPMAIMIO ¥ YYaCTBOBYET B WH(OpPMATH3ALMU
NeSITEIbHOCTH COOTBETCTBYIOIIUX OPTaHOB BIACTH

3. MecTo aucuMiinHbl B cTpykrype OIl

JuctmmuimHa (Moayab) «OCHOBBI JICNTOTIPOU3BONICTBAY OTHOCUTCS K (OPMHPYEMOW y4aCTHHKAMHU
o0Opa3oBaTeIbHBIX OTHOIICHUH YacTh 00pa3oBaTeIbHOW MPOTpaMMBI M M3y4YaeTcs B ceMecTpe(ax):
Ounas ¢popma obydenus - 3, Ogno-3ao04uHast hpopma oOydeHus - 3.

B npoumecce wu3yyeHMs JOUCHMIUIMHBL CTYAEHT TOTOBUTCA K PpEUIEHMIO THUIIOB 3ajad
npodecCHOHAIBHOW  AeaTenbHOCTH, mnpenycMmorpeHHbix @OI'OC BO wu  obpazoBarenbHON
IIPOrpaMMON.

4. O6beM aMCUMIIMHBI (MOYJIs1) M BUABI Y4eOHOI padoThI

Ounas popma ooyuenus
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5. Copep:xanue TUCUMILIMHBI (MOLYJIs1)
5.1. Pa3aenbl, TeMbl AUCHUILIMHBI H BUAbI 3aHATHIH

("9achl TPOMEKYTOUHOM aTTECTAIMH HE YKa3bIBAIOTCS)

Ounas ghopma obyuenus

gmwediodn
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eroged
KRHINBLIHON BeHAOLUTABOHY

0190g]

39

HaumenoBanue pazaena, TeMbl

Pasznea 1. lokyMeHTHpOBaHME

yIpaBJIeHYeCKOi eI TeIbHOCTH

MO BEACHUIO 1€J0IMPONU3BOACTBA

(V)

B OPraHax rocyiapcTBeHHOM

BJIACTH M MECTHOIO
camMoynpaBJeHHs.
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Tema 1.1. CyurHocTh 1 8 2 2 4
coJiep>KaHUe TOKYMEHTAllHOHHOTO
o0ecriedeHus B yIpaBICHHH.
Tema 1.2. OcHOBHOM cocTaB 9 2 2 5
pexkBu3uTOB. [lopsaok
(dhopMHupOBaHUS U OOIIIHE BOIIPOCHI
TEXHOJIOTHH UX BEJICHUS
JIeJIONPON3BOJICTBA.

Tema 1.3. Cucrema 8 2 2 4
OpraHHU3aIIOHHO-PACTIOPSAUTEH
HOW JOKYMEHTAaIlu! B
NesITeIbHOCTH OPTaHOB
TrOCYIapCTBEHHOM BJIACTH U
MECTHOTO CaMOYIIPaBJICHUSI.
Tema 1.4. Cucrema 7 2 1 4
MH(POPMALIMOHHO-CITPABOYHON
JOKYMEHTAIUU B ACSTEIbHOCTH
OpPraHoB roCyJapCTBEHHOM BIaCTH
1 MECTHOTO CaMOYIIPaBJICHUSI.
Tema 1.5. Cucrtema 7 2 1 4
JIOKYMEHTHPOBAHUS TPYAOBBIX
MPaBOOTHOIICHUH B AESATEIHLHOCTH
OpPraHoB roCyJapCTBEHHOM BIaCTH
1 MECTHOTO CaMOYIIPaBJICHUSI.

Pasnen 2. TexHosorusi BeeHust 40 10 7| 23| IIK-I16.1
AeJIONPOU3BOACTBA B OPraHax [IK-I16.2
roCy1apCTBEHHOM BJIACTH U [K-I117.1
MECTHOI'0 CAaMOYNIPaBJICHHS. MK-117.2
Tema 2.1. Opranuzanust paboTsI € 8 2 2 4

AOKYMCHTAMH B OpraHax
rOCYIapCTBEHHOM BJIACTH U
MECTHOI'O CAMOYIIaBJICHUS.

Tema 2.2. MexaHnu3M UCHIOJIHEHUS 7 2 1 4
JIOKYMEHTOB B YIIPaBJICHUU
NEeSATEIbHOCTHIO OPTaHOB
rOCYIapCTBEHHOM BJIACTH U
MECTHOI'O CaMOYIIPaBJICHUSI.
Tema 2.3. Homenknarypa nen B 9 2 2 5
OpraHax rocyIapCTBEHHOMW BJIACTH
1 MECTHOTO CaMOYIIPaBJICHUSI.
Tewma 2.4. ®opmupoBaHue eIl 8 2 1 5
[TonroroBka nen Kk XpaHEHHUIO B
opraHax rocy/lapCTBEHHOH BJIacTH
1 MECTHOTO CaMOYIIPaBJICHUSI.
Tewma 2.5. Ilonroroska 8 2 1 5
JOKYMEHTOB K Mepeade Ha
XpaHEHHUE B apXUB.
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Pasnen 3. [Ipumenenne
NMPOrPaMHOro odecrnev4eHust
CHCTEeMbI JIEKTPOHHOI'0
AOKyMeHT000opoTa B
AeSITeJIbHOCTH OPTaHOB
roCy1apCTBEHHOM BJIACTH U
MECTHOI'0 CaMOYIIPABJICHHS.

35

10

20

Tema 3.1. CyurHocTh U
COACPIKAHUC MTPOTrpaMMbl CUCTCMbI
AIIEKTPOHHOTO JIOKYyMEHTO000pOTa
B YIIPaBJIECHUU OPraHOB
rOCYIapCTBEHHOM BJIACTH U
MECTHOTO CaMOYIIPaBICHUSI.

Tema 3.2. CTpyKTypa CUCTEMHBIX
CIPaBOYHHUKOB, MOPSIOK
dhopMHupOBaHUS U OOIIIHE BOIIPOCHI
TEXHOJIOTMU UX BEJICHUS.

Tema 3.3. ®opmupoBanue
OpraHHU3aIIOHHO-PACTIOPSAUTETH
HOHN U
MH(pOPMAITMOHHO-CITPABOYHON
JOKYMEHTAIH B CUCTEME
3IIEKTPOHHOTO
JIOKyMEHTO000poTa.

Tema 3.4. OCHOBHBIE IPUHIIUITBI
paboTHI C TOKYMEHTAMH B CHCTEME
ANEKTPOHHOTO JOKYMEHTO000pOTa
OpraHOB TOCYIapCTBEHHOM BJIACTH
1 MECTHOTO CaMOYIIPaBJICHUS.

Tema 3.5. Mexanu3m UCHOJIHEHUS
JIOKyMEHTOB B CCTEME
ANEKTPOHHOTO JOKYMEHTO000pOTa
YIIPaBJICHUS OPTaHOB
TrOCYIapCTBEHHOM BJIACTH U
MECTHOTO CaMOYIIPaBJICHUSI.

[K-I16.1
[IK-I16.2
[K-I17.1
MK-117.2

Pa3nea 4. lIpomexyTounas
arrecTanus

Tema 4.1. Dx3amen

[K-I16.1
[IK-116.2
[K-I17.1
[K-117.2

Hroro

117

30

20

64

Ouno-3aounas popma obyuenus

HaumenoBanue pazaena, TeMbl

Bcero

BneayauTopHas kOHTaKkTHas

pabora

JlaGoparopHbie 3aHATHS

JlexuMoHHEBIE 3aHATHSA

CamocrosiTenpHas paboTa

00y4eHHsI, COOTHECEHHBIE C
pe3yJbTartaMyi OCBOEHUsL

[Inanupyemblie pe3yiabTarhbl
IPOrpaMMbI
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Pa3gen 1. lokymenTupoanue | 38,5 5,5 4| 29| IIK-II6.1

YIIPaBJIeHY€eCKOM 1eATeIbHOCTH [IK-116.2
110 BeICHUIO AeJIONPOU3BOACTBA [K-I117.1
B OpPraHax rocylapcTrBeHHO’ MK-117.2
BJIACTH U MECTHOIO

caMOynpaBJeHHS.

Tema 1.1. CymHoCTb 1 10 2 1 7

coZiep)KaHue TOKYMEHTAIIHOHHOTO
obecrieueHus B yIpaBICHUH.
Tema 1.2. OcHOBHOM cocTaB 9 1 1 7
pekBu3uToB. [lopsaaok
(dhopMupoBaHUs U 00IIHE BOMPOCHI
TEXHOJIOTUH UX BEJICHUS
JIEJIONPOU3BO/ICTBA.

Tema 1.3. Cucrema 7 1 1 5
OpraHU3alMOHHO-PACTIOPSIUTEND
HOW JJOKYMEHTalUU B
NEesTeTbHOCTH OPraHOB
rOCYIapCTBEHHOM BJIACTH U
MECTHOI'O CaMOYIIPaBJICHUSI.
Tema 1.4. Cucrema 6,5 1| 0,5 5
MH(pOPMAITMOHHO-CITPABOYHON
JIOKYMEHTAIUH B JACATEIHHOCTH
OpraHOB TOCYIapCTBEHHOM BJIACTH
1 MECTHOTO CaMOYTIPaBJICHUS.
Tema 1.5. Cucrema 6 0,5 0,5 5
JIOKYMEHTHPOBAHUS TPYIOBBIX
MIPAaBOOTHOIICHUH B ACATEIHHOCTH
OpraHOB TOCYIapCTBEHHOM BJIACTH
1 MECTHOTO CaMOYIIPaBJICHUS.

Paznen 2. Texnosaorus Benenust | 38,5 55 4| 29| IIK-I16.1
J1eJIONPOM3BOACTBA B OPraHax [1K-116.2
roCy1apcTBeHHOM BJIACTH U [K-I17.1
MEeCTHOI'0 CAMOYIIPABJICHUS. [TK-I17.2
Tewma 2.1. Opranuzanusi paboThl ¢ 10 2 1 7

JOKYMEHTaMH B OpraHax
TrOCYIapCTBEHHOM BJIACTH U
MECTHOTO CaMOYIaBJICHHUS.

Tema 2.2. MexaHU3M HCIIOJHEHUS 7 1 1 5
JNOKYMEHTOB B YIIPaBJICHUU
NEeATEIbHOCTHIO OPTaHOB
TrOCYIapCTBEHHOM BJIACTH U
MECTHOI'O CaMOYIIPaBJICHUSI.
Tema 2.3. Homenkiatypa e B 7 1 1 5
opraHax rocy/lapCTBEHHOH BJIacTH
1 MECTHOTO CaMOYIIPaBJICHUSI.
Tema 2.4. ®opMupoBaHue A€l 8,5 1| 0,5 7
ITonroroBka nen K XpaHEHHUIO B
OpraHax rocyIapCTBEHHOMW BJIACTH
1 MECTHOTO CaMOYIIPaBJICHUSI.
Tema 2.5. IlonroroBka 6 0,5 0,5 5
JIOKYMEHTOB K Mepeaue Ha
XpaHEHHE B apXUB.
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Pasnen 3. [Ipumenenne 37 5 4| 28| IIK-I16.1

NMPOrPaMHOro odecrnev4eHust [IK-116.2
CHCTEMBI JJIEKTPOHHOI'0 [K-I17.1
J0KYMEHT0000poTa B [IK-I17.2

JesiTeJIbHOCTH OPTraHOB
roCy1apCTBEHHOM BJIACTH U
MECTHOT0 CAaMOYNIPaBJICHUS.
Tema 3.1. CymHocTs 1 9 1 1 7
coJiep>KaHUe MPOrpPaMMbl CUCTEMBbI
AIIEKTPOHHOTO JIOKYyMEHTO000pOTa
B YIIPaBJICHUH OPraHOB
rOCYIapCTBEHHOM BJIACTH U
MECTHOI'O CaMOYIIpaBJICHUSI.

Tema 3.2. CTpyKTypa CUCTEMHBIX 7 1 1 5
CIPaBOYHHUKOB, MOPSIOK
dhopMHupOBaHUS U OOIIIHE BOIIPOCHI
TEXHOJIOTMU UX BEJICHUS.

Tema 3.3. ®opmupoBanue 7 1 1 5
OpraHHU3aIIOHHO-PACTIOPSAUTETH
HOHN U
MH(pOPMAITMOHHO-CITPABOYHON
JOKYMEHTAIH B CUCTEME
3IIEKTPOHHOTO
JIOKyMEHTO000poTa.

Tema 3.4. OCHOBHBIE IPUHIIUITBI 7,5 1| 0,5 6
paboThI C TOKYMEHTaMH B CUCTEME
AIIEKTPOHHOTO IOKYyMEHTO000pOoTa
OpPraHoOB TOCY/IapCTBEHHOMN BJIaCTU
Y MECTHOTO CaMOYTIPaBJICHHUS.
Tema 3.5. Mexauusm ucroigaenus | 6,5 1| 0,5 5
JIOKYMEHTOB B cCTEME
AIIEKTPOHHOTO IOKyMEHTO000poTa
YIpaBJIeHUS OPTaHOB
TrOCYIapCTBEHHOM BJIACTH U
MECTHOTO CaMOYIIPaBIEHUSI.

Pa3nea 4. lIpomexyTounas 3 3 [K-I16.1
aTTrecTranusa TIK-116.2
Tema 4.1. Dx3amen 3 3 ITK-117.1

[IK-I17.2
Hroro 117 3| 16| 12| 86

5.2. Conep:xkanue pa3aesioB, TeM IMCHUILIAH

Pazoen 1. /lokymenmuposanue ynpasieHueckoii 0esameabHoCmu no 6e0eHUI0 0e10NPOU3800CHIEA 6
0p2aHax 20cyo0apcmeeHHoll 61ACMU U MECHIHO20 CAMOYNPAGIEHUS.

(Ounasn: Jlabopamopnvie 3anamusa - 10u.; Jlekyuonnvie 3anamusa - 8u.; Camocmoamenvnan
paooma - 21u.; Ouno-3aounan: Jlabopamopnvie 3anamusn - 5,54.; Jlekyuonnsie 3anamusa - 4u.;
Camocmoamenvhan pavoma - 29u.)

Tema 1.1. Cywynocmo u cooepoicanie 0OKyMeHMAyUOHHO20 0becneyeHus 8 ynpasieHuu.

(Ounas: Jlabopamopnule 3anamus - 24.; Jlekyuonnvie sauamus - 24.; Camocmosmenvnas paboma -
4u.;  Ouno-saouynas: Jlabopamopnvie 3auamus - 2u.; Jlekyuonmvie 3awamus - Iu.;
Camocmosmenvuas paboma - 74.)
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1.Ilpenmer mucuummumesl. Lenn u 3agaum pucuuiuiiHbl. OCHOBHBIE TEPMHUHBI M ONPEACIICHUS
JCJIONPOU3BOICTBA.

2.3HaueHue NOKyMEHTALMU B YIIPABJIEHYECKOW NEATEIBHOCTH. BBeeHNE B CUCTEMY 3JIEKTPOHHOTO
IOKyMeHTo0OOpoTa. Ha3sHaueHue 1 OCHOBHBIE MOHSATHSI CUCTEMBI AJIEKTPOHHOTO IOKYMEHTOO00POTA.
3. 3aKoHOAATEIbHOE U HOPMATUBHO-METOINYECKOE PETYIMPOBAHUE JEIOIPOU3BOICTBA.

Tema 1.2. OcnosHoii cocmag pexeusumos. Ilopsadox gopmuposanus u obwue 80NPOCbl MEXHOLOUU
ux 8edenust 0e1onpouU3800Cmad.

(Ounas: Jlabopamophule 3anamus - 24.; Jlekyuonnvie sauamus - 24.; Camocmosmenvnas paboma -
Su.;  Ouno-saounas: Jlabopamopnvie 3auamus - 1u.; Jlekyuonuvie 3awamus - Iu.;
Camocmosmenvuas paboma - 74.)

1. ®@opmynsip COBPEMEHHOrO YIpPaBICHUYECKOTO AokymeHTa. [lonarume o pekBuszute. CocraB
PEKBHU3UTOB, UX pacnonokeHnue. TpeboBaHus K 0pOpMICHUIO PEKBU3UTOB.

2. [lonsiTue «OmaHk qOKyMeHTa». Bupl 6JaHKOB M MOPSIOK PaCHOOKEHHs] PEKBU3UTOB Ha OJlaHKe
(yrmoBoe u 1ieHTpoBaHHOE). CocCTaB pPEKBH3WTOB, Ha3HAYCHHE, OCOOCHHOCTH OQOpMIICHUS
pa3IMYHbIX BUJOB OJIAaHKOB.

3. TpeboBaHus K U3TOTOBJICHHUIO JOKYMEHTOB. TE€KCT IOKyMEHTa, €ro CTPyKTypa U TpeOoBaHHS K
COCTABIICHHUIO.

Tema 1.3. Cucmema opeanu3ayuoOHHO-paAcnopsaOUmMenbHOU OOKYMeHmMayuu 8 0esimelbHOCMU OP2aHO8
20Cy0apcmeeHHoll 81ACmu U MeCmHO20 CamMOynpasieHus.

(Ounas: Jlabopamopnuvwie 3anamus - 24.; Jlekyuonnwle 3anamus - 2u.; Camocmosmenvuas paboma -
4y.;  Oyno-zaounasn: Jlabopamopmuvie 3amamus - 1u.; Jlekyuonnvle 3awamus - Iu.;
CamocmosmenvHas paboma - 5u.)

1. ITonsTHe M (QYHKIMU OpraHU3alMOHHO-pacrnopsauTenbHoit nokymentauuu (OPI). Buasr OP/.
OpranuzalilnoHHbIE TOKYMEHTHI: YctaB, [lonoxenue, MHcTpykuuu. ITopsnok ux cocTaBieHUs U
UCIIOJIb30BaHUS.

2. CocraB 1 0COOEHHOCTH PaCHOPSIUTENbHBIX TOKyMeHTOB: [locTaHoBnenus, Pemenus, [Ipukassl,
Pacniopsikxenus, Ykazanus.
3. CocraBienue 1 0pOpMIICHUE OTAEIBHBIX BUAOB OPraHU3AI[IOHHO-TIPABOBBIX JOKYMEHTOB.

Tema 1.4. Cucmema uHGOPMAYUOHHO-CRPABOYHOU OOKYMEHMAYUU 6 OesmelbHOCMU Op2aHO8
20Cy0apcmeeHHoll 81ACmu U MeCMHO20 CaMOyNpasieHus.

(Ounas: Jlabopamopuvie 3anamus - 24.; Jlekyuonnwle 3anamus - 1u.; Camocmosmenvuas paboma -
4y.;  Ouno-3aounasn: Jlabopamopuvie 3anamus - Ilu.; Jlexyuonuvie sanamus - 0,54.;
CamocmosmenvHas paboma - 5u.)
1.Hazna4yenne u BUbI HHOPMAITMOHHO-CIIPABOYHBIX JTOKYMEHTOB.
2.Ha3naueHue, cOCTaB PEKBU3UTOB U TMOPSAIOK O(OPMIICHHUS: IMPOTOKOJIOB, AKTOB, TOKJIATHBIX
3aITUCOK, CITY>KEOHBIX ITHCEM.

3. JIOKyMeHTBI, TMepeaaBaeMble IO KaHalaM »dJIEKTPOCBs3H: (pakcorpamma, Telerpamma,
tenedoHOrpaMMa, SJIEKTPOHHOE MHUCHEMO.

Tema 1.5. Cucmema OOKYMeHMUpPOBAHUs MPYOO8bIX NPABOOMHOUWEHUN 8 0esIMeNbHOCU OP2AHO8
20Cy0apcmeeHHol 61acmu U MeCMHO20 CaMOYNPAasieHUs.

(Ounasa: Jlabopamophule 3anamus - 24.; Jlekyuonnvie sauamus - 1u.; Camocmosmenvnas paboma -
4y.;  Ouno-zaounasn: Jlabopamopmuvie 3anamus - 0,54.; Jlekyuonuvie 3auamus - 0,5u4.;
Camocmosmenvuas paboma - 54.)

1. CoctaB W Ha3HAUY€HUE JOKYMEHTOB I10 JUYHOMY COCTABY.

2. JIOKyMEeHTHpOBaHHE MPOLIECCOB KaJAPOBBIX MTEPEMEIICHUN B OpraHU3al1H.
3. OcobenHocTH opopmIIeHHS pe3toMe, 3asBJICHUHN, aHKET, aBTOOHOTpaduid.
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Pazoen 2. Texnonozusn eedenus 0e10npou3600Cmea 8 O0pP2aHax 20CyO0apCmeeHHOol 61acmu u
MECHIHO20 CAMOYRPAGIeHUA.

(Ounaa: Jlabopamopnwie 3anamus - 104.; Jlekyuonnwvie 3anamun - 74.; Camocmoamenvnasn
paoboma - 23u.; Ouno-3aounan: Jlabopamopnuie 3anuamusn - 5,54.; Jlekyuonnwvie 3anamusn - 4u.;
Camocmosamenvhan paboma - 29u.)

Tema 2.1. Opeanusayusi pabomsl ¢ OOKYMEHMAMU 8 OP2AHAX 20CYO0APCMEEHHOU 81ACMU U MECIHO20
CaMOynagneHus.

(Ounas: Jlabopamopuvwie 3anamus - 24.; Jlekyuonnwle 3anamus - 2u.; Camocmosmenvuas paboma -
4y.;  Ouyno-zaounasn: Jlabopamopmuvie 3amamus - 2u.; Jlekyuonnvle 3awamus - Iu.;
CamocmosmenvHas paboma - 74.)

1.Opranmuszanus paboOTHl € MOCTYMAIOMIMMU «BXOJSAIIMMI» M OTHPABISIEMBIMH  «HCXOISIIUMID)
nokymeHnTamu. [IpaBuia opranuszanuu paboTsl ¢ BHyTPEHHUMH JTIOKYMEHTaMHU.

2. IlopsaoK perucTpanyy BXOISAIIMX U HMCXOAAIIUX JOKYMEHTOB. Llean M OCHOBHBIE NPUHIUIIBI
pEerucTpanyu J0KyMEHTOB.

3. @opMBI pErucTpaluy JOKYMEHTOB. BUbl HEPETUCTPUPYEMBIX JOKYMEHTOB.

Tema 2.2. Mexanusm ucnoinenuss OOKYMEHMO8 6 YNpAaeieHuu O0esamelbHOCmbl0 OpP2aHO8
20Cy0apcmeenHol 61acmu U MeCMHO20 CAMOYNPAGIeHUs.

(Ounas: Jlabopamopnule 3anamus - 24.; Jlekyuonnvie sauamus - 1u.; Camocmosmenvnas paboma -
4u.;  Ouno-saouynas: Jlabopamopnvie 3auamus - 1u.; Jlekyuonuvie 3awamus - Iu.;
Camocmosmenvuas paboma - 54.)

1. KoHTponp 3a MCIONHEHHWEM JIOKYMEHTOB B OpraHax TrOCYyJapCTBEHHOM BJIAaCTH U MECTHOIO
caMOyTpaBJICHHUS..

2. lenu u Buabl KOHTPOJIs. OTBETCTBEHHBIE JIULIA.
3. TexHOO0TUSl UCTIOTHEHUS KOHTPOJIbHBIX JOKYMEHTOB.

Tema 2.3. Homenxnamypa oen 6 opeanax 2ocyoapcmeeHHOU 81acmu U MeCmHo20 camoynpasieHusl.
(Ounas: Jlabopamopnvie 3anamus - 24.; Jlekyuonnwle 3anamus - 2u.; Camocmosmenvuas paboma -
Su.;,  Ouyno-zaounasn: Jlabopamopmuvie 3amamus - 1u.; Jlekyuonnvle 3awamus - Iu.;
CamocmosmenvHas paboma - 5u.)

1. Ilonsitue «HomeHknarypa aen». Haznauenue v BUibl HOMEHKJIATYpPbl J€.

2.TpebGoBanusi, TMpenbsABISEMblE K COCTAaBICHUIO U 3allOJHEHUIO (OPMbI HOMEHKJIATyphbl JAei
OpraHu3aliu.

3. Ilopsinok yTBEpKACHNUS HOMEHKJIIATYPBHI.

Tema 2.4. @opmuposanue oen. Iloocomoska 0en K XpaneHuio 8 opeanax 20cy0apCmeeHHol 61acmu u
MECMHO20 CAMOYNPABIEHUSL.

(Ounas: Jlabopamopuvwie 3anuamus - 24.; Jlekyuonnwle 3anamus - 1u.; Camocmosmenvuas paboma -
Su.;  Ouno-3aounasn: Jlabopamopuvie s3anamus - Ilu.; Jlexyuonuvie sanamus - 0,5u.;
CamocmosmenvHas paboma - 74.)

1. TIlpaBuna ¢opmMupoBaHHsS pa3IMYHBIX KaTETOpUH JOKYMEHTOB B Jena. OTBETCTBEHHOCTH 3a
COXPaHHOCTb JOKyMEHTOB. DKCIIEPTU3a IEHHOCTH JOKYMEHTOB.

2. OpraHuzanus TEKYLIEro XpaHEeHUs TOKyMeHTOB. OCHOBHBIE TpeOOBaHMs, MPEABSIBIIEMbIE K
o OpMIIEHUIO JIEII.

3. Cpoxku xpaHeHHs Jell.

Tema 2.5. [loocomoska 00KyMeHmo8 K nepedaie Ha XpaneHue 6 apxus.

(Ounas: Jlabopamopnule 3anamus - 24.; Jlekyuonnvie sauamus - 1u.; Camocmosmenvnas paboma -
Su.;  Ouno-zaounasn: Jlabopamopuvie 3anamus - 0,54.; Jlekyuonuvie 3awamus - 0,5u4.;
Camocmosmenvuas paboma - 54.)
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1. Tomstue «odopmnenue nema». [lommmBka pen. CocTaBleHHWE 3aBEPHUTEIBHONW HAAIMKCH,
BHyTpeHHeH onuch. OdopmiieHre 00I0KKH.

2.I1paBuna nepegayuu A€l Ha XpaHEHUE B apXUB.

3.DKcnepTHbIE KOMUCCHUU.

Pa3zoen 3. IIpumenenue npozcpamnozo odecnevyenuss cucmemsl 31eKmMpPoOHHO20 00KYMEHMoodopoma
6 0esAmenbHOCMU OP2AH08 20CY0aPCMEEHHOIL 671ACMU U MECIHO20 CAMOYRPABIEHUA.

(Ounaa: Jlabopamopnwie 3anamus - 104.; Jlekyuonnsvie 3anamuna - 5u.; Camocmoamenvnasn
paooma - 204.; Ouno-3aounaa: Jlabopamopnwie 3anamun - 5u.; Jlekyuonnvie 3anamusn - 4u.;
Camocmoamenvnan paooma - 284.)

Tema 3.1. Cywnocms u cooepoicanue npocpammvl CUCEMbL NEeKMPOHHO20 OOKYMEHMOooOopoma &
VNPABNeHUuU 0p2anHos8 20Cy0apCmMEeHHOU GACMU U MECIHO20 CAMOYNPABIEeHUSL.

(Ounas: Jlabopamopuvwie 3anamus - 24.; Jlekyuonnwle 3anamus - 1u.; Camocmosmenvuas paboma -
4y.;  Ouyno-zaounasn: Jlabopamopmuvie 3amamus - 1u.; Jlekyuonnvle 3awamus - Iu.;
CamocmosmenvHas paboma - 74.)
1.BBenenue B cucteMy 3IEKTPOHHOTO JOKYMEHTO000pOTA.
2.HazHaueHue U OCHOBHBIE MOHATHSI CUCTEMBI IIEKTPOHHOTO JOKYMEHTO000pOTA.
3.OCHOBHBIE Pa3JeIbl CUCTEMBI AIEKTPOHHOTO JIOKYMEHTOO0O0POTA.

Tema 3.2. Cmpykmypa cUCMEMHbIX CNPABOYHUKO8, NOPAOOK (OpMUposaHus u obujue 80npocwvl
MEexXHON02UlU UX 8EOEHUS.

(Ounas: Jlabopamopuvwie 3anamus - 24.; Jlekyuonnwle 3anamus - 1u.; Camocmosmenvuas paboma -
4y.;  Oyno-zaounasn: Jlabopamopmuvie 3amamus - Iu.; Jlekyuonnvle 3awamus - Iu.;
CamocmosmenvHas paboma - 5u.)
1.IloHsiTHE U CTPYKTYpa CUCTEMHBIX CIIPABOYHHKOB.

2. ®opMmupoBaHUE U UCIIONBb30BaHUE cripaBouHUKa «Hactpoiika pexkBu3uToBy. CocTaB peKBU3UTOB,
Ha3Ha4YCeHUE, 0COOCHHOCTU O(hOPMIICHUS Pa3INYHBIX BHIOB OJTAHKOB AJIEKTPOHHBIX JOKYMEHTOB.
3.IIpaBuia 3amofHEHHs] W BEICHUS CIPABOYHHKOB CHCTEMBI JJIEKTPOHHOTO JOKYMEHTOOOOpOTa.
Ha3nauenue kaprorek.

Tema 3.3. Dopmuposanue opeaHU3AYUOHHO-PACHOPAOUMENbHOU U UHDOPMAYUOHHO-CNPABOYHOLU
OOKyMeHmayuu 8 cucmeme 31eKmporHH020 O0OKYMeHmoobopoma.

(Ounas: Jlabopamopuuie sauamus - 24.; Jlekyuonuvie 3auamust - 1u.; Camocmosamenvras paboma -
4y.;  Ouno-3aounasn: Jlabopamopmuvie 3auamus - 1u.; Jlekyuonnvie 3awamus - lu.;
Camocmosmenvuas paboma - 54.)
1.OcHOBHBIE MPUHITUITBI HACTPOUKHU CIIpaBOYHUKOB «I pynm ucxonsimeit u Bxogsmein OPII» B CO/I.
Hactpoiika 0CHOBHBIX ITA0JOHOB JTOKYMEHTOB B JICKTPOHHOM BHJIE.
2.IIpaBuna ohopmiieHHs CIIPaBOYHOM JOKYMEHTAIIUU B CUCTEME AIEKTPOHHOTO JOKYMEHTO000pOTA.
3. IlpaBuna BeaeHUs ICKTPOHHBIX CMPAaBOYHMKOB «CIUCOK opraHu3anuit», «Ipaxmaney, «Ipudsl
nocTynay, «Busbl JOCTaBKW» 1O pa3iuyHbIM KaHajgaM cBsizu COJI.

Tema 3.4. OcHosHble npuHyunsl pabomvl ¢ OOKYMEHMAMU 8 Ccucmeme 3NeKMpPOHHO20
O0OKYMeHmMOo0O0poma 0p2anos 20Cy0apCmeeHHOU GLACMU U MECHO20 CAMOYNPABIEHUSL.

(Ounas: Jlabopamopnuie sauamus - 24.; Jlekyuonuvie 3auamust - 1u.; Camocmosamenvras paboma -
4y.;  Ouno-zaounasn: Jlabopamopmuvie 3anamus - Ilu.; Jlekyuonnvie szauamus - 0,54.;
Camocmosmenvuas paboma - 64.)
1.Texromnorus 06pabOTKH BXOMSIINX, UCXOIANINX ¥ BHYTPEHHUX JOKYMEHTOB B YIIPaBJICHHUH.
2.Co3nanue npoekra nokymeHta B COJI.

2. [TopsigoK perucTpanyu BXOASIIMX U UCXOISIINX TOKYMEHTOB. CBsi3bIBaHME JOKYyMEHTOB B CO/I.
3. ®opmuposanue nopyuenuii B cuctreme COJI. [lepecbuika nokymentos B CI/I.
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Tema 3.5. Mexanusm ucnoinenus OOKYMEHMOS 8 ccmeme JIeKMPOHHO20 OO0KYMeHmoobopoma
VIPABNeHUsl OP2aAHO8 20CYOAPCMBEHHOU 81ACMU U MECTHO20 CAMOYNPABNEHUS.

(Ounas: Jlabopamophule 3anamus - 24.; Jlekyuonnvie sauamus - 1u.; Camocmosmenvnas paboma -
4u.;  Ouno-zaounas: Jlabopamopmvie 3awamus - [u.; Jlekyuonnvie 3awamus - 0,5u4.;
Camocmosmenvuas paboma - 54.)

1. KoHTpOJb 32 UCTIOTHEHUEM IOKYMEHTOB B YIIPaBJICHUH.

2. BeiBog otueta ganHbIX 110 padorte [lonp3oBareneii cucremsr COJI.
3.TexHoOrMs UCTIOTHEHUSI KOHTPOJIbHBIX MTOPYUYCHHIA.

Pas3zoen 4. Ilpomesricymounan ammecmayus
(Ounaa: Bueayoumopnaa konmaxkmuaa padooma - 3u.; Ouno-3aounasn: Bueayoumopmuasn
KoHmaxkmmuasa padoma - 3u.)

Tema 4.1. Jxzamen
(Ounasa: Bueayoumopmuas xonmaxkmuas paboma - 3u.; OuyHno-3a0uHas: Bueayoumopnas
KOHmMaxkmuas paboma - 34.)

[IpomexyTouHas arrectanus B GopMme K3aMeHa.

6. OnleHOYHbIE MaTePUAJIbI TEKYLIEr0 KOHTPOJIA

Pa3zoen 1. /lokymenmupoeanue ynpasieH4eckoil 0essmeabHOCmu no 6€0eHUI0 0eJ1I0NPOU3800CMEA 6
0p2anax 20cyoapcmeeHHoll 61ACmu U MECHHO20 CAMOYNPAGIEHUS.

Dopma KOHMPoAs/OYeHouHoe cpedcmso: 3adada
Bonpocwi/3aoanus:
1. IIpounTaiiTe TEKCT U yCTAHOBUTE COOTBETCTBHUE.
Jenorpoun3BoncTBo - CTpyKTypHOE TOApa3AeiieHHe, Ha KOTOPOE BO3JIOKEHBI (PYHKIMH TI0 BEICHHIO

JIeJIONPON3BOJICTBA
Cnyx06a paemompou3BonctBa - JlokyMeHT, mHpOpMAIlMs KOTOPOTO MpEACTaBiIeHA B AIICKTPOHHOM
dbopme

Jlokyment - JledarenpHOCTh, oOecreuuBaromias JIOKyMEHTHPOBaHHE, JOKYMEHTOOOOPOT,
OlepaTUBHOE XpaHEHHUE U UCIIOJIb30BaHUE IOKYMEHTOB

DNeKTpOHHBIA JTOKYMEHT - 3aduKcHpoBaHHAasT Ha HOcUTene HHPOpMalMs C PEeKBU3UTaAMH,

MO3BOJIAIOIIMMU €€ UJICHTU(PUIIUPOBATD

2. [TpounTaiiTe TEKCT U YCTAaHOBUTE COOTBETCTBUE.
IOpuanueckast cuna 1oKkyMmeHTa - [I[porHo3upoBaHue TEHIEHIMI U3MEHEHMSI YCIIOBUN
AYTEHTUYHOCTb (JIEKTPOHHOIO JOKyMeHTa) - COCTOSHHE 3JEKTPOHHOTO JTOKYMEHTa, B KOTOPBIH
IIOCJIE €r0 CO3/JaHUsI HE BHOCUIIUCh HUKAKUE U3MEHEHUS
JlocTOBEpHOCTh (IEKTPOHHOTO JOKyMeHTa) - CBOWCTBO O(UIMATBLHOTO JOKYMEHTa BBI3BIBATH
IIPABOBBIE MOCIEACTBUSA
IlenocTHOCTh (2IEKTPOHHOTO JOKyMeHTa) - CBOWMCTBO 3JIEKTPOHHOIO JOKYMEHTa, IPU KOTOPOM
COJIEpX)KaHUE DIIGKTPOHHOTO JOKYMEHTa SIBISIETCS TOJHBIM W TOYHBIM  MPEACTaBICHUEM
MOATBEPKAAEMBIX ONEpalUid

3. Pemmre kefic-3amaqy U 000CHYHTE CBOI BEIOOD:
Crenuanuct aenapraMeHTa MYHULIMIIAIbLHOW COOCTBEHHOCTH M ropoickux 3emenb .KpacHomapa -
AnekceeBa JX.C. B Bumy TpymoBod 3arpykeHHOCTH, 23.07.2024 roma mnOArOTOBWJIA OTBET
rpaxaanuny MBanoBy M.M. Ha ero 3asBienue, 3apeructpupoBanHoe ot 20.02.2024 r., momayduB
KoTopoe, rpaxaanvH MBanoB N.W. B Buy mo3aHero orBeTa, He CMOT PEUIUTh CBOM BOMPOC, B CBS3HU
C 4eM, 0OpaTuJICs B CyJ C UCKOM B OTHOIIIEHUU crnieruanucta AnexceeBoit XK.C.
Uto no Bamemy MHeHHIO, Hapymmia Anekceena XK.C.?

4. Pemmre kelic-3amauy u 000CHYWTE CBOIl BBIOOD:

Cekpertapsp, 00hopMuIIa peKBH3UT KOPPECIOHICHTA CIICAYIONIAM 00pa3oM:
B npaBoM BepxHEM yTITy, yKa3aB MPH STOM CJISIYIOIIUE TaHHbIC:

JIOI'OTHUIT
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10.07.2024 Ne 345-PK
[TpaBunbHO 1 0(OPMIICH PEKBU3UT KOPPECIIOHIEHTA Ha OaHke?

5. Pemure ketic-3amaqy u 000CHYHTE CBOM BBIOOD:
Cekperapr MBanoBa M.U., 3apeructpupoBaia Bxojsuiee CIy>keOHOe MHCbMO M yKa3aia Ha OJaHKe
PEerucTpaoHHBI HOMEp, 0(OPMHB aTy PETUCTPAIMH B CIEAYIOLIEM BUJIE:
07.3.23
Hapymeno nu oopmiienne perucTpauoHHON AaThl?
Pazoen 2. Texnonozusn eedenus 0e10npou3600Cmea 6 O0pP2aHax 20CyO0apCmeeHHOl 61acmu u
MECHIHO20 CAMOYnNPAGIeHUsA.

Dopma KOHMPOAs/OYeHouHoe cpedcmso: 3adaua
Bonpocwi/3aoanus:

1. Onpenenure Kakoi MoCieA0BaTEIBHOCTH MOUICKHUT NEpBUYHAS 00pabOTKa JTOKYMEHTOB.
CoptupoBka - 2
Perucrpanus - 3
IIpoBepka nienoctHoctu - 4
[IpoBepka KOMIUIEKTHOCTH - 1

2. [TpounTaiiTe TEKCT U YCTAHOBUTE COOTBETCTBUE.
JIOKyMEHTHpPOBAaHUE - SKCHEIUIMOHHAas 00paboTka IOoKyMeHTOB: OOpaOoTka IOKYMEHTOB IIpH
MOCTYIUICHUH B OPTaHU3ALIUIO
Cucrema TOKyMEHTAIIUH - 3aHCh WH()OPMAIIMU HA HOCUTEJIE M0 YCTAaHOBICHHBIM MIPABHIIAM
Murpatust  (3JIEKTPOHHBIX JOKYMEHTOB) - COBOKYIIHOCTb JIOKYMEHTOB, B3aMMOCBSI3aHHBIX IIO
NpU3HAKaM Ha3HAYeHUs, cPephl ACATEIBHOCTH U €AUHBIX TPEOOBAaHUH K X 0(OPMIICHHIO
[lepBuuynas o00paboTka JOKYMEHTOB - TI€pEeMEIIEHHE 3JIEKTPOHHBIX JIOKYMEHTOB U3 OIHOM
WH(OPMAITMOHHON CHCTEMBI B IPYTYIO C COXpPaHEHHUEM ayTeHTUYHOCTH

3. Pemmre kefic-3amaqy U 000CHYHTE CBOI BEIOOD:
Cekperappr MapkoBa T.C. mo mOpyYEeHHIO PYKOBOJIUTENS TOATOTOBHMJIA CIIYKEOHOE IHCHMO
23.07.2024, npocTtaBUB J1aTy Ha HEM W PETUCTPALIMOHHBIA HOMEP A0 MOAMMCAHUS U COTIACOBAHUS C
PYKOBOIUTEIEM.
Kakyro ommbky gomyctutiia Mapkosa T.C. nmpu moarotoBke JOKyMeHTa?

4. Pemnre keiic-3a1aqy U 000CHYHTE CBOM BBIOOP:
Cunopos U.C., saBnsisich crienuanucToMm 1o aeionpoussoactsy OOO "Jlyu", mpu noaroroBke O1aHka
opraHu3aiyu, opopMuII CripaBOYHbIC JaHHBIE 00 OpraHU3alUH CIeTYIOIUM 00pa3oM:
JIOIOTUII
HaumenoBanue opranuzanuu
AJipecHble TaHHbIE, KOHTAKTBI
pErucTpaloHHAs 1aTa U HOMEp
CCBIJIKA HAa PErUCTPALIMOHHBIA HOMEp U Jary.
Uro He ykazan Cunopos 1.C. B peKBU3UTE CIIPaBOYHbBIX JaHHBIX opranuzauuu OO0 "JIyy"?

5. Pemmre kefic-3agady U 000CHYHTE CBOI BEIOOD:
Cexperapp Cunopoa M.C. 1o NOpyYeHHIO PYKOBOIUTEJSI MOJATOTOBHJIA MUCHBMO-3alIPOC B aJIpec
MunuctepctBa ¢unancoB PD wa 3 nucrax, mpu 3TOM, C IENbI0 NPUIAHUS OQPHUIIUATIHLHOTO
XapakTepa, pacredaraja KakJIbli JUCT MUChMa-3ampoca Ha OJaHKe CBOETO YUPEKICHHUS.
Hapymmna mu CugopoBa npaBuia ohOpMIICHHS IETOBBIX CITYKEOHBIX TTUCEM?

Pa3zoen 3. IIpumenenue npozpammuozo obecnevenus cucmemsl 3NeKmpoHHo20 00KyMeHmoooopoma
6 OeamenbHOCmU OP2an08 20Cy0apCmeeHHOll 61ACMU U MECIHO20 CAMOYRPABIEHU.

Dopma KOHMPOA/0YeHOYHOe cpedcmeo. 3adaua
Bonpocul/3adanus:
1. ITpounTaiiTe TEKCT U YCTAHOBUTE COOTBETCTBUE.

KoHTpons vcnogHeHus: JOKYMEHTOB - PeKBU3UT, copepaluil ykazaHus JOJKHOCTHOTO JIHUIA MO
HCIOJHEHHIO JOKYMEHTa

[IpenBaputensHOe paccCMOTpeHHE JOKyMEHTOB - (COBOKYIHOCTH JAEUCTBUN, 00ECIEUHUBAIOIINX
CBOEBPEMEHHOE HCIIOJIHEHUE JOKYMEHTOB
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Peructpanus nokymenta - M3ydeHue 10KyMeHTa, IOCTYIHUBIIETO B OPraHU3aLINIO, [l ONpeIeICHUS
JOJKHOCTHOTO JIMIIA, B KOMIIETEHIIUIO KOTOPOTO BXOAUT €r0 pAaCCMOTPEHHE
Pe3omronus - [IpricBoeHrEe JOKYMEHTY pEerUCTPAllMOHHOIO HOMEpPA U BHECEHUE TAHHBIX O JOKYMEHTE
B PETUCTPALIMOHHO-YUYETHYIO POpMYy

2. [TpounTaiiTe TEKCT U YCTAHOBUTE MOCIIEI0BATEILHOCTh
Perucrpanus - 1
Paccmorpenue pykoBoguTenem - 2
[Tomyuenue - 3
[IpeaBapurenbHOe paccMoTpeHue - 4

3. Pemmre kefic-3agady U 000CHYHTE CBOI BEIOOD:
CrenanoB b.C. no 3ampocy 3amecturessi pyKOBOAUTENS MOATOTOBUI MH(DOPMALMOHHOE MHCHMO B
aZipec CTOpOHHEI opraHu3aluy, HO NMpU 0GOPMICHUH MOANNCH PYKOBOAUTENS OKa3aslach OTAEIBHO
OT TEKCTa Ha IPyTOM CTPaHHUIIE.
Jomyctumo i Takoe odopmiieHue?

4. Pemnre Keiic-3a1aqy U 000CHYHTE CBOM BBIOOP:

[Momomnuk mnpencenarens [lapmamenta odopMmia pacmopsHKeHHE Ha TPOAOIBHOM  OJIaHKe
YUPEKICHHUS CICAYIOIIMM 00pa3oM:

HAMMEHOBAHUE YYPEXJIEHW A

I'EPB

CIIPaBOYHBLIC TAHHLIC

HaAaUMCHOBAHUC NOKYMCHTA

aaTa u HoMep

ropox

Kaxoii mopsinok ona Hapyuuna?

Pas3zoen 4. Ilpomesricymounan ammecmayus
Dopma KOHMPONA/OYeHoUHoe CPeOCmB0:
Bonpocul/3adanus:

7. OueHOYHbIC MATEPHAJIBI IPOMEKYTOYHOM aTTeCTALMHA

Ounas ghopma obyuenus, Tpemuii cemecmp, Ix3amen
Koumponupyemvie U/IK: 1IK-116.1 IIK-117.1 1IK-116.2 I[IK-117.2
Bomnpocei/3ananus:

1. [ToHsITHE W ATAIBI AETOMPOU3BOJCTBA.

2. llens 1 conepkaHnue KOHTPOJISI UCTIOJIHEHUS JOKYMEHTOB.

3. Opranuzanys TEKYILEro XpaHeH!sI JOKYMEHTOB B OPraHU3alluAX U OpraHax
rOCyJapCTBEHHOI'O U MYHHULIMIIAJIIBHOTO YIIPABIICHHUS.

4. HCTpyKIMS IO ACJIONPOU3BOJICTRY.
5. @opmyrsap u hopmyIsip-odpaser] mpruka3a mo OCHOBHOU JeATEILHOCTH.

6. ®opmyrsap u hopmyIsip-oOpaser] mprkasza mo JUIHOMY COCTaBY.
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7. Cocrapnenue u opopMIIeHHE TPUKA30B, PACTIOPSDKEHH IO OCHOBHOM

ACATCIIbHOCTH.

8. Cocrarnenne u 0(hOpMIICHHUE TTOCTAaHOBJICHUH.

9. CocTaBnenue u opopmMIICHHE pelICHUH.

10.

I1.

12.

13.

14.

15.

16.

3aIIMCOK.

17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

ACII0».

dopmynsip u popMyIsip-oOpaselr akra.
Cocrasienue u opopMIICHUE aKTOB.
Dopmymsip 1 popMyIsip-oOpaszerr mpoToKoJa.
CocraBienue u opopmiiIeHHuE TPOTOKOIOB.
dopmynsip 1 hopMyIsIp-o0pazelr 3asBICHUS.
Cocrasnenne u ohopMIICHUE 3asBICHUI.

Dopmynsip 1 hopMyIsIp-o0pazel] JOKIATHBIX U 00bSICHUTETHHBIX

@opmysip u popmynsp-oOpaszer] CrpaBok.
Cocrapnenue u 0opMIIEHHE CIIPABOK.
Dopmysip u hopmynsap-odpaszer nucem.
Cocrapnenue u 0()opMIICHHE JEIIOBBIX MTHUCEM.
PexBusur «HanmenoBanue opranusanum.
PexBusut «Anpecar.

PexBusur «I'pu¢ yTBepKaeHUS JOKYMEHTAY.
PexBusut «Pes3omonus».

PexBu3uT «3arosoBoK K TEKCTY».

PexBusur «TekcT».

PexBu3ut «OTMETKA O HAJTMYUN TPUIIOKEHUS.

PexBuzut «Iloamuce.

PexBusur «OT™MeETKa 00 UCIIOITHEHUHT JAOKYMCHTA U HAIIPABJICHUC €TO B
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30.

31.

32.

33.

CocTaB peKBU3HUTOB 3ar0JIOBOYHOM YaCTH JOKYMEHTA.
CocraB peKBU3HUTOB 00IIETO OIaHKA.
CocTaB peKBU3UTOB OJTaHKA VIS TIMCEM.

Hcnonb3oBanue pekBusuta «locynapctBeHHslil repd PO» B mpouecce

AOKYMCHTHUPOBAHHA.

34.

PexBu3uT «OmbaemMa opraHu3amnuy Wik TOBApPHBIN 3HAK (3HAK

o0cCITy>)KUBaHUS).

35.

36.

37.

38.

39.

40.

41.

42.

43.

44,

PexBu3ut «CripaBouHbIe JaHHBIE 00 OPTaHU3AINNY.

BapuaHTbl agpecoBaHus JOKYMEHTA.

PexBusut «/lara».

PexBusut «Pe3omonmsy.

[ToHsiTHE NOKYMEHTUPOBAHUS AEATEIBHOCTH OPraHU3aliHy.
[TonsiTue noxkymenTta. Buabl JOKyMEHTOB.

[ToHsTHE cUCcTEMBI TOKYMEHTAUUH. BUIbI cCUCTEM TOKYMEHTALIMH.
biiaHKM TOKyMEHTOB.

MarmmmHonucHoe 0popMIICHHE JOKYMEHTOB.

HOpMaTI/IBHO-MCTOIII/I‘ICCKOG PEIaMCHTUPOBAHNUEC JOKYMCHTALIMOHHOTO

o0ecreyeHus yIpaBIeHHUS.

45.

46.

Buapl JOKyMEHTHpPOBaHUS B OpTaHU3AIUH.

dopmynsip-oOpaszer; OpraHu3aliOHHO-PACTIOPAIUTETLHON

JIOKyMEHTAITIH.

47.

48.

49.

50.

51.

Cucrema OpraHn3allMOHHO-PACTIOPSIIUTENBHON JOKYMEHTALINH.
[TonaTHe opranu3anuu paboThl C JOKYMEHTaMHU.
IOpuanueckast cuna T0KyMeHTa.

@opMyIIsIp JOKyMEHTA.

Cuctema pacnopsiAUTENIbHON JOKYMEHTAIMH B (heiepalibHBIX OpraHax

rOCYJapCTBEHHOTO YIIPaBJICHUS.
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52. Cuctema pacnopsiAMTENbHON JOKYMEHTAIMHM B OpraHaX MECTHOTO
CaMOYIIpaBJICHUS.

53. CocTaB ¥ Ha3HAUYCHHUE PACTIOPSIANTEIBHBIX TOKYMEHTOB B
MYHHUIMIATBHBIX TPEANPUATUAX U YUPEIKICHUSAX.

54. Cucrema cripaBoOYHO-MH(POPMAITMOHHON JOKYMEHTAIIUH.

55. Cuctema opraHu3alliOHHO-IIPaBOBOM TOKYMEHTAILlMU B OpraHax
rOCyIapCTBEHHOW U MYHUIMITAJIbHOM BJIACTH.

56. Cucrema opraHu3allMOHHO-TIPABOBOM TOKYMEHTALIUH B
TOCYIaPCTBEHHBIX U MYHHUITUTIAJIbHBIX OPTaHU3aIUsX.

57. Cuctema pacnopsiAMTEIbHON JOKYMEHTAIMU B PErMOHAIbHBIX OpraHax
rOCYJapCTBEHHOTO YIIPaBJICHUS.

58. CocTaB ¥ Ha3HAUYCHHUE PACTOPSIANTEIBHBIX TOKYMEHTOB B
rOCYAapCTBEHHBIX MPEANPUATUAX U YUPEIKICHUSAX.

59. Haznauenwue, coctaB 1 0COOCHHOCTH PacloOpsAUTEIbHBIX JOKYMEHTOB.

60. Haznauenwue, coctaB 1 0COOCHHOCTH CIIPABOYHO-UH(POPMAITUOHHON
JTOKyMEHTAIHH.

61. Peructpanusa u nHAEKCAIUS TOKYMEHTOB B CUCTEME OPTaHU3AIMOHHOPACTIOPSIANTEILHON
JIOKyMEHTAITIH.

62. Buzbpl 1 GopMBI peTUCTpALIUN JOKYMEHTOB.

63. ®yHKUMU PETUCTPALIUH.

64. Tabensb GhopM yIpaBIeHYECKUX TOKYMEHTOB.

65. Opranuzanus ciay>x0s1 JJOY B KOHKPETHOW OpraHU3aIiHg.

66. TexHOIOrNs KOHTPOJIS UCIIOJTHEHHSI TOKYMEHTOB B FOCYJapCTBEHHBIX U
MYHULUINAIBHBIX OPTaHaX yIPaBIICHHUS.

67. PernameHTanus 1OKyMEHTAIIMOHHOTO OOCCIICUCHHS YIIPABIICHUS B
OpraHu3ali.

68. TocynapcTBeHHOE PETyTHpPOBAHIE JOKYMEHTAIMOHHOTO 00eCTIeUeHUS
yIpaBIeHUSI.

69. 3akoHOIATENbHOE PENIAMEHTUPOBAHUE IOKYMEHTAIIMOHHOTO
obecrieueHus yIpaBICHHS.

70. OcoGeHHOCTH pabOTHI ¢ KOH(PHUACHIIMATEHONH HH(POPMAIHEH.
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71. CocraBnenue u opopMiIeHHE PUKA30B U PACTIOPSHKEHUH 110 TTUHOMY
COCTaBY.

72. Victionb30BaHUE YIIIOBOTO OaHKa B MPOIIECCe JOKYMEHTUPOBAHUS.
73. Micrionb30BaHUE TIPOAOIBHOTO OTaHKa B MPOIIECCE JOKYMEHTUPOBAHUS
74. TloHsiTHE CUCTEMBI 3JICKTPOHHOTO JOKYMEHTO000POTA.

75. DNeKTpOHHAs PETUCTPALIMOHHAS KapTOUKa.

76. Cuctema perucTpaiuy UCXOAAIIUX JOKYMEHTOB.

77. Cucrema perucTpaiy BXOIAIINUX JOKYMEHTOB.

78. MexaHu3M UCIOTHEHUS TOKYyMEHTOB B COJI.

79. Iopsinok paboThl ¢ oopamenusiMu rpaxaad B COJI.

80. ITopsimox 06pabOTKH MOCTYMAOIINX JOKYMEHTOB.

Ouno-3aounas popma obyuenus, Tpemuti cemecmp, Ixk3ameH
Konmponupyemvie M/IK: 1IK-116.1 [IK-117.1 IIK-116.2 [IK-117.2
Bonpocsl/3ananus:

1. CooTBeTCTBYET MaTepuaiy 1Mo 04HOM (GopMe MOATOTOBKH.

8. MarepuaJbHO-TEXHHYECKOE H Y1eOHO-MeTOAMYeCKoe o0ecrevyeHue TUCIHIINHBI
8.1. [lepeyeHb OCHOBHOI U JOMOJHUTEILHON Y4eOHOM JTUTEPATYPbI

OcnosHas tumepamypa

1. OcHoBbl nenmompousBojacTBa: yued. mocodue / ATMBAJIOBA B. I., Opexoa M. C.. -
Kpacnomap: KyoI'AY, 2021. - 146 c. - 978-5-907430-72-3. - Tekct: anekTpoHHbIi. // : [caitt]. - URL:
https://edu.kubsau.ru/mod/resource/view.php?1d=9759 (mara oOpamenus: 12.05.2026). - Pexum
JOCTYTIA: TIO TIOITUCKE

2. brikoBa, T.A. JlokymeHTanimoHHoe obecrieueHre yrpaBiaeHHUs (IeIOMPOU3BOICTBO): YueOHOe
nmocoome / T.A. bexkoBa, T. B. Kysuenosa, JI. B. Canmkmna. - 2 - Mocka: OOO
"Hayuno-uznarensckui uentp MHOPA-M", 2024. - 304 c. - 978-5-16-101961-0. - Tekcr:
MEKTPOHHBIN // OOImEeCcCTBO ¢ orpaHnYeHHON OTBeTCTBEeHHOCTHIO «3HAHUYMy»: [caiiT]. - URL:
https://znanium.com/cover/2110/2110037.jpg (nara oopamenus: 08.09.2025). - Pexxum noctyma: mo
TOATTHCKE

3. I'yryesa, T. A. KonduneHnuaisHoe aenonpou3BoAcTBo: YuebHnoe nocodue / T. A. I'yryesa. - 2
- Mocksa: OOO "Hayuno-uznarensckuii nentp MH®PA-M", 2023. - 199 c. - 978-5-16-109186-9. -
TekcT: anexkrpoHHbIN // OOIIECTBO ¢ OrpaHHYeHHON OTBeTcTBEHHOCTHI0 «3HAHUYM»: [caiT]. -
URL: https://znanium.com/cover/1986/1986679.jpg (mara obpamenus: 08.09.2025). - Pexum
JOCTYTIA: TI0 TIOAMTUCKE
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4. OcHOBBI JAeNOMpPOM3BOACTBA: YueOHoe mocodme / A.M. Acamues, M. . Muponona, E.A.
Kocapesa, I'I. BykoBuu.; Poccuiickuii sxoHomuueckuii ynusepcurer um. I.B. Ilnexanosa. - 2 -
Mocksa: OOO "Hayuno-usnarensckuil nienrp MH®PA-M", 2025. - 146 c. - 978-5-16-111891-7. -
Tekcr: smekTpoHHbI // OOIMIECTBO ¢ OrpaHMYEHHONW OTBETCTBEHHOCTHIO «3HAHUYM»: [caiiT]. -
URL: https://znanium.ru/cover/2197/2197265.jpg (nara oopamenwus: 08.09.2025). - Pexxum gocrymna:
IO TIOJIITHCKE

Jlononnumenvuas numepamypa

1. Eropos B. II. Jlenonpon3BoACcTBO M PEXUM CEKPETHOCTH: yueOHUK s By30B / Eropos B. I1.,
CnunbkoB A. B.. - 6-¢ u3n., crep. - Cankr-IletepOypr: Jlans, 2025. - 312 c. - 978-5-507-53929-1. -
Texcr: AJIEKTPOHHBIH. /! RuSpLAN: [caiiT]. - URL.:
https://e.lanbook.com/img/cover/book/503515.jpg (mara ob6pamenus: 08.10.2025). - Pexum
JOCTyTa: 1O TMOAMKICKE

2. 3aiinena, E.B. Jlenonpou3BoacTBo u apxuBHOE neno: YuebHoe nmocooue / E.B. 3aiinea, H.B.
l'onuapoBa.; Ypanbckuii denepanbHbI arpapHbIi HAyYHO-MCCIICIOBATEIILCKUN HEHTP YPalabCKOTO
otrnenenus Poccuiickoit AkageM. - 1 - Mocksa: OOO "Hayuno-uznarensckuii nentp MH®PA-M",
2025. - 258 c¢. - 978-5-16-112759-9. - Tekct: amekTpoHHBIH // OOIIECTBO C OTrpaHUYCHHOU
orBeTcTBEHHOCTHIO «BHAHUYMp: [caiit]. - URL: https://znanium.ru/cover/2163/2163868.jpg (nara
obpamenust: 08.09.2025). - Pexxum qocTyma: 1mo moanmckKe

3. denonpouszBoncteo: Yuebnuk / T.A. beikosa, JI.M. Bsnosa, FO.M. Kykapuna, JI. B. CankuHa.;
Poccuiickuii skoHoMuueckuid yHuBepcuter um. [.B. IlnexanoBa. - 5 - MockBa: OOO
"Hayuyno-uznarensckuii nenrp MH®PA-M", 2025. - 403 c. - 978-5-16-111064-5. - Texkcr:
ANEKTPOHHBIN // OOIEecTBO ¢ orpaHn4eHHO oTBeTcTBeHHOCThIO «3HAHUYM»: [caiit]. - URL:
https://znanium.ru/cover/2145/2145045.jpg (mara obpamenusi: 08.09.2025). - Pexxum goctyna: mo
TTOJIITUCKE

4. Kysnenosa,, . B. KonduaeHumanpHoe IEIONMPOU3BOACTBO W 3AIUIICHHBIA JIEKTPOHHBIN
TOKyMeHTo00opoT: yueObHoe mocobue / U. B. Ky3nenosa,, I. A. XauarpsH,. - Kondunenunansaoe
JIETIOTIPOM3BOICTBO M 3AIUIIEHHBIN AIEKTPOHHBIN TOKyMEHTO000poT - MockBa: Al [Tu Ap Menua,
2025. - 192 c. - 978-5-4497-3878-3. - Texkct: snexrponnsiii / IPR SMART: [caiit]. - URL:
https://www.iprbookshop.ru/145149.html (mara o6pamenus: 08.10.2025). - Pexxum mocryma: 1o
MOJIITUCKE

5. Kupcanosa, M.B. CoBpeMeHHOE AeT0Mpou3BOACTBO: YuebHoe nocodue / M.B. Kupcanosa. - 4
- Mocksa: OOO "Hayuno-uznarensckuii nenrp MH®PA-M", 2020. - 312 c. - 978-5-16-100129-5. -
TexcT: anexkrpoHHbIN // OOIIECTBO ¢ OrpaHMueHHON OTBeTcTBeHHOCThI0 «3HAHUYM»: [caiiT]. -
URL: https://znanium.com/cover/0590/590268.jpg (mata obpamenus: 08.09.2025). - Pexum
JOCTYyTA: TI0 TOATHICKE

8.2. [IpodeccuonanbHbie 6a3bl JAHHBIX U pecypcbl «UHTEepHET», K KOTOPBIM 00ecneunBaeTCs
AOCTYN 00YYAKOIIMXCS

IIpogheccuonanvruvie 6azvi danuvix
He ucnonb3yrores.

Pecypcor « Unmeprnem»
1. https://www.consultant.ru/ - Koncynasrantllitoc
2. https://www.garant.ru/ - ['apant
3. https://www.gosuslugi.ru/ - [Toptan rocynapcTBeHHBIX yCIyT

8.3. IIporpamMHoe oGecnieyeHre U MH(POPMALIMOHHO-CIIPABOYHBIE CHCTEMbI, HCIIOJIb3yeMble
NPH OCYLIEeCTBJICHHH 00pPa30BaTeIbHOIO NMpoLecca Mo JUCHUIIINHE
WNudopManimoHHbIe TEXHOJIOTHH, HCIIONb3yeMbIe MPU OCYIIECTBICHUN 00pa30BaTeIbHOTO IMpolecca

10 JUCHUIIIIMHEC ITO3BOJIAIOT:
— obecreunTh B3aUMOICHCTBHE MEX/Ty YUaCTHUKaMHU 00pa30BaTeIbHOTO POoIiecca, B TOM YHCIIe
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CHHXPOHHOE | (MJIN) aCHHXPOHHOE B3aUMOJICHCTBHUE MTOCPEACTBOM ceTH «MIHTepHEeT;

— (ukcupoBarhk X0x 00pa30BaTEIBLHOTO MpPOIECCa, PE3yJAbTaTOB MPOMEKYTOUHOW aTTECTAIIMU TI0
JTMCHIUIUIMHE U PE3YJIbTaTOB OCBOCHUS 00pa30BaTEIbHOW IPOTPAMMBEI,

— OpraHM30BaTh MPOLECC 00Pa30BaHMS ITyTEM BU3yaTU3aIMH N3yd4aeMOi HHPOPMAITUH ITOCPEICTBOM
WCIIOJIB30BaHUS MTPE3CHTAINH, YICOHBIX (DHUITBMOB;

— KOHTPOJIMPOBATH PE3YNBTaThl 00YYCHHSI HA OCHOBE KOMITBIOTEPHOTO TECTUPOBAHUSI.

[lepedeHb TMIIEH3MOHHOTO MMPOTPAMMHOT0O 00eCIICUeHUS:

1 Microsoft Windows - oneparimonHas cuctema.

2 Microsoft Office (Bkmowaer Word, Excel, Power Point) - maket oucHBIX PUIOKEHUH.

[lepedens mpodeccrnoHambHBIX 0a3 TaHHBIX U HH)OPMAIIMOHHBIX CIIPABOYHBIX CUCTEM:

1 Tapant - mpaBoBas, https://www.garant.ru/

2 KoHcynbTaHT - mpaBoBas, https://www.consultant.ru/

3 Hayunast snextponHas 6ubnuroreka eLibrary - yauBepcanbHasi, https://elibrary.ru/

Hoctyn k cetu MHTEpHET, JAOCTYN B JIEKTPOHHYIO WH(POPMAIMOHHO-00Pa30BaTEIbHYIO Cpemy
YHHBEPCHUTETA.

Ilepeuens npoepammHozo obecneyeHus
(0bHOBNIeHUe NPOU3BOOUMCS NO Mepe NOABNIEHUs HOBbIX 8EPCULL NPOSPAMMDbL)

1. Dr.Web;

2. Koncynspranr Ilntoc;

3. MoitOdwuc;

4. 110 " 1C:IIpennpusitue 8.3 ITPO®. 1C:Ilpennpusrue. O6naynas noacucrema dpem ";
5. I'apanr;

6. Cucrema tectupoBanust INDIGO;

7. Microsoft Windows Professional 10 (mocpenctBom anrpeiina muneHsun Microsoft Windows
Professional 8.1 ;

8. Microsoft Windows 7 Professional 64 bit;

9. Microsoft Windows 7 Professional 64 bit;

10. 1C:ITpeanp.8.Komriekt 115t 00ydeHHUs B BBICIIUX M CPETHUX YUCOHBIX 3aBEIICHUSX;

Iepeuenb uHGOPMAYUOHHO-CRPABOUHBIX CUCTEM
(0OHOGIEHUE BBINOTHAEHCS eXHCEHEOCTbHO)

He ucnonb3yercsi.
8.4. CnenuajbHbIC NOMELEHUS, J1A00PATOPHH U J1a00pPaTOpHOe 000py10BaHUe

VYHuBepcuTeT pacmoiaraeT Ha IpaBe COOCTBEHHOCTH WJIM HMHOM 3aKOHHOM OCHOBAaHUU
MaTepualbHO-TEXHUYECKUM oOecrieueHneM o0pa3oBaTelbHON AESITeNbHOCTH (ITOMELIEHUSIMU U
o0opyaoBaHMEM) [UIsl pealu3alld MporpaMMbl OakanaBpuaTa, CHELMINTETa, MarucTpaTypbl IO
brmoxy 1 "Huctumnuasl (Momymu)' u brmoky 3 "locymapcTBeHHas wurToroBas arrectamus’ B
COOTBETCTBUH C YU€OHBIM IIJIAHOM.

Kaxnapiii oOydaromuiics B TeuyeHHE BCero mnepuoga oOydeHHs oOecledeH WHAWBUYaTbHBIM
HEOTpaHUYEHHBIM  JOCTYIOM K  DJEKTPOHHOM  HMH(OpPMalMOHHO-00pa30BaTENbHON  cpese
YHHUBEPCUTETA u3 mo0oi TOYKHU, B KOTOPOi1 HMeeTCA JIOCTYII K
WH(pOpPMAITMOHHO-TEJICKOMMYHHUKAITMOHHON ceTH "MHTepHeT", Kak Ha TEPPUTOPUHM YHHBEPCHUTETA,
TaK U BHE ero. YciuoBus il QyHKIIMOHUPOBAHUS 3JIEKTPOHHON MH(OPMAIIMOHHO-00pa30BaTeIbHOM
Cpebl MOTYT OBITH CO3/IaHBI C UCIIOJIb30BAHUEM PECYPCOB MHBIX OpPraHU3aLUM.

KoMmproTepHslii Ki1acce
41831

Jlocka knaccHas ax 1252410 - 1 mT.

Komnsrotep nepconanbhbiii iRU/8I'6/51216 - 1 mit.
42030

TTonrorosneno B cucteme 1C:Yuusepcurer (000009920) Crpanutia 23 u3 27



nocka JIK1123010(men) - 1 m.
Kommnbrorep nepconanbubiii iRU/8I'6/5121°6 - 1 .
CTOJI KOMITBIOTEPHBIH - | MIT.

9. Metoanuyeckue yKa3aHHus 10 OCBOCHUIO JUCUMILIMHBI (MOLYJIs1)

VYyeOHas paboTa MO HAMPABICHUIO MOATOTOBKUA OCYIIECTBISICTCS B ()OpME KOHTAKTHOW PabOTHI C
MpenojaBaTeieM, CaMOCTOATEIbHOH paboThl O0Oydaromierocsi, TEKyIIed W IPOMEKYyTOYHOU
arTectaldif, WHBIX (QopMmax, MpergaraéMblX YHUBEPCUTETOM. YYeOHbI MaTepuan AUCLHUILIIMHBI
CTPYKTYPUPOBAaH U €r0 H3y4Y€HHE TMPOU3BOJUTCS B TEMaTHYECKON MOCIIEI0BaTEIbHOCTH.
ConepkaHue METOIUYECKUX YKa3aHHUM JOJDKHO COOTBETCTBOBaTh TpeOoBaHUsM DenepanbHOro
rOCYIapCTBEHHOTO O00pa30BaTENIbHOTO CTaHAApTa © YYEOHBIX MporpaMM MO JTUCIUILIUHE.
CamocrosiTenbHasi paboTa CTYIEHTOB MOXET OBITh BBHINOJHEHa C TIOMOINBIO MaTepualoB,
pa3MeIeHHBIX Ha mopTae noaaepxku Moodl.

Memoouueckue ykazanus no gpopmam padomot

Jlexyuonnule 3anamus

[lepemaua 3HauUTENbHOTO O0O0BEMa CHUCTEMATU3MPOBAHHON WH(MOpMaMu B YCTHOH Qopme
JIO0CTaTOYHO OonbIIoi ayauropuu. JlaeT BO3MOKHOCTH JKOHOMHO M CHCTEMaTHMYHO H3JIaratb
yueOHbIii MaTepuan. OOydJarommecs: U3y4aroT JEKIUOHHBIA Marepuall, pa3MelleHHBbI Ha TOpTalie
noziep>kku o0yuenust Moodl.

JlabopamopHnuie 3anamus

[IpakTHueckoe OCBOEHHE CTYACHTAMU HAy4YHO-TEOPETHUYECKUX IIOJIOKEHUN M3y4aeMOro IpeaMera,
OBJIAJICHUE MMHU TEXHUKOM OKCIEPUMEHTUPOBAHMS B COOTBETCTBYIOLIEH OTPacid HayKH.
JlaGoparopHbie 3aHATHS IPOBOJATCS C UCTIOIB30BAHUEM METOJMUECKUX YKa3aHHUH, pa3MEIICHHBIX Ha
00pa3oBaTeIbHOM MTOpPTaJie YHUBEPCUTETA.

Onucanue 603modxcrnocmeit uzyuenus oucyuniaunsl auyamu ¢ OB3 u unsanuoamu

Jns unaBanuaoB u nui, ¢ OB3 MoxkeT u3MeHAThCA OO0BEM AWCHMILTUHBI (MOMYNs) B dacax,
BBIJICTICHHBIX Ha KOHTaKTHYIO paboTy oOydaromierocst ¢ mpernojaBareiieM (IO BHIaM Y4eOHBIX
3aHATHUN) U HA CAMOCTOSTENbHYIO paboTy oOydaroierocs (Mpu 3TOM HE YBEIMYHUBACTCS KOJIMYECTBO
3a4€THBIX CAMHUII, BBIICICHHBIX HA OCBOCHUE JUCITUTLIIMHBI).

@DOH/IBI OIICHOYHBIX CPEICTB AMANTHPYIOTCS K OTPAHHYCHUSM 3[JOPOBBSI U BOCIIPUATHS WH(DOpMALIUN
00yYaroIMHCS.

OcHoBHBIE (OPMBI TPEACTABICHHUS OLIGHOYHBIX CPEACTB — B IeyarHoW ¢opme wiu B Qopme
AIIEKTPOHHOTO JIOKYMEHTA.

@opMBl KOHTPOJS M OLEHKH Pe3ylbraToB 0oOydeHus wHBaMHIOB U ymi ¢ OB3 ¢ HapymieHuem
3peHus:

— yCTHasl IPOBEPKa: TUCKYCCUH, TPEHUHTH, KPYTIbIe CTOJBI, COOECEOBaHNUs, YCTHBIC KOJUTOKBUYMBI
U p.;

— € UCIIONB30BaHUEM KoMIlbloTepa U crenuanbHoro I1O0: pabota ¢ AIEKTPOHHBIMHU
o0pa3oBaTeNbHBIMU peCypcaMu, TECTHPOBaHHE, pedepaThl, KypCOBBbIC MPOEKTHI, AMCTAHIIMOHHBIC
(bopMBI, eciH MMO3BOJISIET OCTPOTA 3PEHUS - rpaduuecKre padoThl U JIp.;

— MPU BO3MOXXKHOCTH MHUChMEHHAs MPOBEPKa C HCIOIB30BAaHUEM pPElbe(PHO-TOUCUHON CHUCTEMBI
bpaiins, yBenmuuenHoro mpudTa, HCIONB30BAHHWE CIECNHUATBHBIX TEXHHMUYECKHX CPEJICTB
(TuIOTEeXHUYECKUX CPEICTB): KOHTPOJIbHBIE, Tpaduueckue pabOThl, TECTUPOBAHHUE, IOMAIITHUE
3aJlaHusl, 3CCe, OTYETHI U JIp.

@DopMBbI KOHTPOJIS ¥ OIIEHKH Pe3yJIbTaToB 00ydeHwusi HHBanuA0B U jmil ¢ OB3 ¢ HapylieHneM ciuyxa:
— MUChMEHHAs MPOBEPKa: KOHTPOJIbHBIE, Tpadudeckrue padoThl, TECTUPOBAHKE, IOMAIITHUE 3aJaHUS,
3cce, MICbMEHHBIE KOJUIOKBUYMBI, OTYETHI U JIp.;
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— C HCHOJb30BaHMEM KOMIIBIOTEpA: paboTa € AIEKTPOHHBIMU 00pa3oBaTelIbHBIMU pPECYpCaMH,
TeCTHpoOBaHue, pedeparsl, KypCcoBbIe MPOEKTHI, Tpaduueckue pabOThl, TUCTAHIIMOHHBIE (OPMBI U
7p.;

— NPU BO3MOXKHOCTH YCTHasl MPOBEpPKa C HCIOJb30BAaHUEM CIIELUATbHBIX TEXHUYECKHX CPEICTB
(aynnocpencTB, CpeIcTB KOMMYHHUKAIlMU, 3BYKOYCHJIMBAIOIIECW ammaparypbl M Jp.): JHUCKYCCHH,
TPEHUHT U, KPYIVIblE CTOJIbI, COOEeCeI0BaHMs, YCTHbIE KOJUNTIOKBUYMBI U JIp.

@DopMBI KOHTPOJISI M OLICHKH DPE3yJabTaroB oOydeHus wHBamuioB u jwmn ¢ OB3 ¢ HapymeHuem
OTIOPHO-/IBUTaTeNIbHOTO arlapara:

— MUChbMEHHAs IPOBEPKa C UCIOIb30BAHUEM CIEIIMATBHBIX TEXHUYECKUX CPEICTB (JIbTepHATUBHBIX
CPEICTB BBONA, YMPABICHHUS KOMIIBIOTEPOM U Jp.): KOHTPOJIbHBIC, Tpaduieckue padoTHI,
TECTUPOBAHHUE, TOMAIlIHUE 3aJaHUs], ICCE, MUCbMEHHbIE KOJJIOKBUYMBI, OTUETHI U JP.;

— yCTHas TMpPOBEpKa, C HCMHOJIb30BAHMEM CIIEHUATbHBIX TEXHHUYECKHUX CPEACTB (CPEICTB
KOMMYHHUKAIUH): TUCKYCCUH, TPEHUHTH, KPYIJIbIE CTOJbI, COOECe0BaHuUs, YCTHBIE KOJUIOKBUYMBI U
7p.;

— C HCHOJb30BaHMEM KOoMIbiOTepa W crnenuanbHoro 11O (anmpTepHaTHBHBIX CpPEACTB BBOJAA M
VIpaBICHUS KOMIIBIOTEPOM U JIp.): paboTa C 3JICKTPOHHBIMH OOpa30BaTEIbHBIMH PECYypCaMH,
TeCTHpOBaHUE, pedeparbl, KypCOBBIC MPOCKTHI, Tpaduueckue pabOThl, AUCTAHIIMOHHBIC (HOPMBI
MpeanoYTUTENbHEE 00yYaroUMCs, OTPAaHUYEHHBIM B MTEPEIBUKEHUH U JP.

Ananranus npoueaypbl MPOBEICHUS TPOMEKYTOUHOM aTTecTaluu sl MHBAIMAOB | Jini ¢ OB3.

B xone mpoBeneHust MPOMEXYTOYHOM aTTeCTallMK MPeyCMOTPEHO:

— TpenbsBieHHE OOydYaloImMMCS TeYaTHBIX W (WJIM) SJEKTPOHHBIX MaTepuajioB B (dopmax,
aIalITUPOBAHHBIX K OTPAaHUYEHUSIM UX 3/I0POBBS;

— BO3MOXXHOCTb TOJIb30BaThC MHAMBUAYAIbHBIMU YCTPONCTBAMHU U CPEICTBAMH, MO3BOJIAIOIINMU
aJanTUPOBaTh MaTepHalibl, OCYIIECTBIATh, NpU€M U IMepenadyy HHPOpPMAIMH C YYETOM HX
MHANBUAYAIbHBIX 0COOEHHOCTEHH;

— YBEJTMUEHUE POIOJKUTEIbHOCTH MPOBEICHUS aTTeCTAllNN;

— BO3MOXHOCTb NPUCYTCTBUS aCCUCTEHTAa M OKa3aHMsI UM HEOOXOIMMOIl momomu (3aHsATh pabouee
MECTO, IEPEIBUTAThLCS, TPOYUTATh U O(DOPMHUTH 3aJ]aHNe, OOIIATHCS C TPETOAaBaTeIIeM).

@opMbl MPOMEKYTOUYHOM aTTecTalMud [l WMHBAIMAOB W jaul ¢ OB3 10mKHBI y4YHUTHIBATH
WHIWBHyaIbHBICE W TICUXO(pU3HYEeCKue 0CoOeHHOCTH oOydaromierocs/ooydatonuxcs mo AOITOIT
BO (yctHO, mrchmMeHnHO Ha Oymare, MUCbMEHHO Ha KOMITbIOTEpE, B (popMe TECTUPOBAHUS U T.11.).
CriennanbHble yclIOBUs, oOeclieurBaeMble B IMPOIIECCe MPENoJaBaHusl TUCIUIUIMHBI CTYJEHTaM C
HapYILICHUSAMHU 3pEHUS:

— MpeAocTaBiIeHre 00pa30BaTeIbHOTO KOHTEHTA B TEKCTOBOM 3JIEKTPOHHOM (hopMarte, MO3BOJISIOIIEM
MEePEBOAUTD IJIOCKONIEUATHYIO HH(OPMAIUIO B ayIUAIbHYIO WIH TAKTUIBHYIO OPMY;

— BO3MOXXHOCTh HCIIOJIb30BaTh HMHJWBUIYyaJbHbIE YCTPOWCTBA M CPENCTBA, IO3BOJIAIOIINE
aJanTUpOBaTh MaTepuajbl, OCYIIECTBIATh, MNpuéM M mepenadyy HUHGOpPMAUU C  y4eToM
MHAUBUAYAIbHBIX 0COOEHHOCTEH U COCTOSIHUS 310POBbS CTY/ICHTA;

— TMPeNOCTaBICHUE BO3MOXXHOCTU TMPEAKYPCOBOIO O3HAKOMJIEHHMSI C COJEp)KaHHeM y4eOHOi
TUCHMIUIMHBL MU MaTepHalioM MO Kypcy 3a cy€T pasMenieHus MHbopMaly Ha KOPHOPaTHUBHOM
o0pa3oBaTeIbHOM MOPTAJIE;

— HUCIOJb30BaHME YETKOTO M YBEJIMYEHHOTo MO pazMmepy mipudra U rpaguueckux OOBEKTOB B
MYJIBTUMEIUMHBIX TPE3EHTAUSX;

— UCTIOJIb30BAHNE HHCTPYMEHTOB «JIyTIa», «IIPOXKEKTOP» MpHU paboTe C HHTEPAKTUBHOM TOCKOM;

— 03ByYHMBaHHE BU3YyaJIbHON MHGOPMAIIIH, ITPEICTABICHHON 00yJaroMMCs B X0O/I€ 3aHATUH;

— obecrnieueHue pa3gaTouHbIM MaTepuasoM, AyOIupyoUM HH(OPMALKIO, BEIBOAUMYIO Ha DKpaH;

— HaJIMYMe MOANUCEN U OMHCAHUS Y BCEX HCIOIB3YEMbIX B Mpollecce O0yYeHHs] PUCYHKOB M MHBIX
rpaduyeckux 0ObEKTOB, UTO JAET BOSMOXKHOCTh MIEPEBECTH MUCHbMEHHBIN TEKCT B ayIUaIbHBIN;

— obecreyeHre 0co00ro peyeBoro pexuma MpernoiaBaHus: JIEKIIMH YUTAIOTCSI TPOMKO, pa3dopuuBo,
OTYETAMBO, C Tay3aMHd MEXIy CMBICIOBBIMH OllokamMu HHpopMmaluu, obecrneunBaeTcs
MHTOHHPOBAHKE, TOBTOPEHHUE, aKIIECHTUPOBAHKE, TPOPUITAKTHKA PACCEUBAHUS BHUMAHMUS;

— MUHHUMM3AIUS BHEIITHETO IITyMa U 00€CIICUeHHE CTIOKOMHON ayTnalbHOW 00CTaHOBKU;

— BO3MOXXHOCTh BECTH 3alUCh y4eOHON WHOOpPMAIMU CTYICHTaMH B yIOOHOW sl HUX (opme
(aynnanpHO, ayTMOBHU3yaJbHO, HA HOYTOYKE, B BIJI€ TIOMETOK B 3apaHee MOJATOTOBICHHOM TEKCTE);

— YBEJTMYEHHUE JO0IH METOJIOB COIMANIbHON CTUMYIISALUU (0OpaleHre BHUMAHUS, alleJUISIHs K
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OTpaHUYEHUSIM IO BPEMEHH, KOHTAKTHbIE BUABI Pa0OT, IPYMNIOBLIE 3aJaHUs U JIp.) Ha MPaAKTUUYECKUX
1 1a00OpaTOPHBIX 3aHITHSIX;

— MUHUMHU3HUPOBAHME 33JaHUM, TPeOYIONIMX AaKTHMBHOTO HCIIOJIb30BAaHUSl 3PUTEIBHON MaMATH U
3pUTEIILHOTO BHUMAHUS;

— NMPUMEHEHHE MOATAMHOM CUCTEMBI KOHTPOJIs, O0jiee YacThlii KOHTPOJIb BHIMIOJIHEHUS 3aJaHUM JUIs
CaMOCTOSITEIBHONU PaOOTHI.

CrennanbHble yclioBUs, oOeclieurBaeMble B IMPOIIECCe MPENoJaBaHusl TUCIUIUIMHBI CTYJEHTaM C
HapyLICHUSMH OIOPHO-/IBUTaTEILHOTO anmnapara (MaJoOMOOWIbHbIE CTYE€HThI, CTYyACHTbI, UMEIOIIHE
TPYAHOCTH MEPEABIKEHUS U MaTOJIOTHIO BEPXHUX KOHEYHOCTEHN):

— BO3MOXXHOCTh HCIONIb30BaTh CHEIHAIbHOE MPOrpaMMHOE OOecledeHre | CHEelUalIbHOe
o0opyaOBaHME U TO3BOJISIONIEE KOMIIEHCUPOBATH JBHUraTelIbHOE HapylleHHE (KOJSICKH, XOIyHKH,
TPOCTH U JIp.);

— TMPeNOCTaBICHUE BO3MOXXHOCTU TMPEAKYPCOBOIO O3HAKOMJICHHMSI C COJEp)KaHHeM y4eOHOM
TUCHMIUIMHBL M MaTepHalioM MO Kypcy 3a c4€T pasMenieHus MHbopMaly Ha KOPHOPaTHUBHOM
o0pa3oBaTeIbHOM MOPTAJIE;

— MPUMEHEHUE TOTIOTHUTEIBHBIX CPEACTB aKTUBU3AIUH MPOIIECCOB 3alIOMUHAHUS U TOBTOPEHUS;

— OIOpa Ha OIpeJIeJICHHbIE U TOYHbIE TOHATHS;

— UCTIOJIb30BAHUE I WILTIOCTPAIIUN KOHKPETHBIX IPUMEPOB;

— MPUMEHEHHUE BOIIPOCOB JUIsi MOHUTOPUHTA TIOHUMAaHUS;

— pasaeNneHye u3y4aeMoro MaTepurasia Ha HeOOIbIlKe JOrHuecKe OJIOKH;

— YBEJIMYEHHE JI0JIM KOHKPETHOTO MarepHalia U COOIIOIEHUE MPUHIUIA OT MPOCTOTO K CIOKHOMY
Mpu OOBSICHEHUH MaTepHaa;

— Hanmuyue 4€TKOM CHCTEMbl M alTOPUTMa OpPraHU3allMU CaMOCTOSITENIbHBIX PaboT M MPOBEPKHU
3aJIaHAK ¢ 00SI3aTEIIPHON KOPPEKTUPOBKOM 1 KOMMEHTAPHUSIMH,

— yBEJMYEHHE JO0JM METOAOB COLUAIbHONW CTUMYISUUM (oOpallleHHe BHHUMAaHUS, ammessiuus K
OTpaHUYEHUSIM 110 BPEMEHH, KOHTAKTHBIE BUBI pa0oT, TPYNIIOBbIE 3a1aHus Ap.);

— obecrmeueHne OECIPENATCTBEHHOTO JOCTYIIA B IOMEIICHHS, a TAKXKE MPEObIBAaHUS HUX;

— HaJM4Yue BO3MOXKHOCTH HCIOJIb30BaTh MHIMBUIYyaJbHbIE YCTPOWCTBA U CPENCTBA, MO3BOJISIONINE
00ecreunTh peajan3aluio 3PrOHOMUYECKUX MPUHLHUIOB U KOMGOpPTHOE MpeObIBaHWE HAa MECTE B
TEUEHHUE BCETo Mepuoja yuéonl (IMOACTaBKH, CIICUAIbHBIE TIOYIIKH U JIp.).

CriennanbHble yclloBUs, oOeclieurBaeMble B IMPOIIECCe MPENoJaBaHusl TUCIUIUIMHBI CTYJEHTaM C
HapyIIEHUAMH cliyXa (Tiyxue, c1aboCbIaniie, o3 IHOOTIIOXIINE):

— MpeAocTaBiIeHre 00pa30BaTeIbHOTO KOHTEHTA B TEKCTOBOM 3JIEKTPOHHOM (hopMarte, MO3BOJISIOIEM
MEPEBOANUTD ayIuaIbHYI0 (POPMY JIEKIIHH B IJIOCKONEUaTHYIO0 HH(OPMALIUIO;

— HajJu4ue BO3MOXKHOCTH HCIIOJNb30BaTh WMHIWBUYaJbHbIE 3BYKOYCHJIMBAIOIIHME YCTPOWCTBA H
CYPIOTEXHHUYECKUE CPEICTBA, IMO3BOJISIONIME OCYIIECTBIATh MpUEM M TMepedady HH(opMauuu;
OCYIIECTBIIATh B3aMMOOOpATHBIM IMEPEBOA TEKCTOBBIX M aynno(daitsioB (OJOKHOT JJIsi PEYEBOTO
BBOJIa), a TAK)KE 3allUCh M BOCIIPOU3BEICHUE 3pUTENbHON HH(pOpMaLIUK;

— HaJM4Yue CUCTEMbl 3a/laHui, 00eCHeuMBaOIINX CHUCTEMAaTH3alUI0 BepOalbHOIO Marepuania, ero
CXeMaTH3alluIo, epeBo]] B TAOIUIIbI, CXEMBbI, OIOPHBIE TEKCTHI, TIIOCCAPHIA;

— HaJU4Me HaISJHOTO COMPOBOXKIEHUS M3y4aeMOro marepuajna (CTpyKTYpPHO-JIOTHUECKHE CXEMBI,
TaOnuIpl, Tpaduku, KOHIEHTpHpYIOmMe W o00oOmIaronme WHGOPMAIMIO, OMOPHBIC KOHCIEKTHI,
pa3IaToOYHBIA MaTepHa);

— Hanmuyue 4€TKOM CHCTEMbl M alTOPUTMa OpraHU3allMU CaMOCTOSITENIbHBIX PaboT M MPOBEPKHU
3aJIaHAK ¢ 00SI3aTEIIPHON KOPPEKTUPOBKON 1 KOMMEHTAPHUSIMH,

— o0ecreuyeHrue MPaKTUKU OMNEpPeXarollero YTEHHUs, KOrja CTYAEHTBbl 3apaHee 3HaKOMSTCS C
MaTepuajioM U BBIJCIAIOT HE3HAKOMbIE U HETIOHSTHBIE CJI0BA M (DparMeHThI;

— 0COOBIN pedeBol pexuM padoOThI (0TKa3 OT IJIUHHBIX (Ppa3 M CIOKHBIX MPEIIOKECHHM, XOpoITast
apTUKYJSIUS; YETKOCTh M3JIOKEHUS, OTCYTCTBUE JIMIIHUX CIIOB; MOBTOpeHHE (pa3 O6e3 M3MeHEeHus
CJIOB U TOPSIIKA UX CJIeI0BaHUs; 0OecrieueHre 3pUTEIbHOr0 KOHTAKTa BO BpeMsi TOBOPEHUS U UYyTh
0osiee MEAJIEHHOTO TEMIIA Pe4H, UCTIOIb30BAHHE €CTECTBEHHBIX KECTOB U MUMUKN);

— 4y€TKoe COOJIOIEHNE aJNroOpyuTMa 3aHIATHS M 3alaHuM JUIsl CaMOCTOSITeNIbHOM padoThl (Ha3bIBaHUE
TEMbI, TIOCTAHOBKA II€JIM, COOOIIEHNE U 3alKCh IJIaHa, BbIJEIIEHUE OCHOBHBIX MOHITHA U METOJOB
UX U3y4YEHHUs, YKa3aHHE BUJAOB JAEITEIBHOCTH CTYIEHTOB M CIOCOOOB TPOBEPKH YCBOEHUS
Marepuasa, CJoBapHas padora);

TTonrorosneno B cucteme 1C:Yuusepcurer (000009920) Crpanutia 26 u3 27



— coOmofieHue TpeOOBaHUI K TPEABABIIEMBIM YyU4eOHBIM TeKCcTaM (pa30WBKa TEKCTa HAa YacTH;
BbIJIEJICHUE OMOPHBIX CMBICIOBBIX MyHKTOB; UCIIOJIb30BaHUE HATIISTHBIX CPEACTB);

— MUHHMM3AIHUS BHEIIHUX IIyMOB;

— MpeA0CTaBICHNE BO3MOXKHOCTH COOTHOCUTH BepOaIbHbIN U rpaduuecKuii MaTepual; KOMIUIEKCHOE
UCIOJIb30BaHUE MUCbMEHHBIX U YCTHBIX CPEJCTB KOMMYHUKAIIUU MIPHU paboTe B TPYIIIIE;

— COUETaHWE Ha 3aHATUAX BCEX BHUJIOB PEUYEBON NEATEIBHOCTH (TOBOPEHMS, CIIyIIAHUS, YTEHUS,
MUChMA, 3pUTEIBLHOTO BOCIPUATHUS C JIULIA TOBOPSIIETO).

CriennanbHble yclloBUs, oOeclieurBaeMble B IMPOIIECCe MPENoJaBaHusl TUCIUIUIMHBI CTYJEHTaM C
npounmMu Bugamu Hapymenud (JLII ¢ wapymeHusMu peuu, 3a0o0jeBaHHUS SHIOKPUHHOM,
[IEHTPaJIbHON HEPBHOU U CEPACUYHO-COCYIUCTON CUCTEM, OHKOJIOTHYECKUE 3a001eBaHu ):

— HaJM4Yue BO3MOXKHOCTH HCIOJIb30BaTh MHIMBUIYyaJbHbIE YCTPOWCTBA U CPENCTBA, MO3BOJISIONINE
OCYUIECTBIIATh MPUEM U Tiepeaady nHGopMauy;

— HaJM4YUe CUCTEMbl 3a/laHui, 00eCMeuMBaIOIINX CHUCTEMAaTH3alUI0 BepOalbHOIO Marepuania, ero
CXeMaTH3alluIo, epeBo]] B TAOIHUIIbI, CXEMbI, OIOPHBIE TEKCTHI, TIIOCCAPHIA;

— HaJINYMe HaIVISIAHOTO COMPOBOXKICHUSI M3y4aeMOro MaTepuaia;

— Hanmuyue 4€TKOM CHCTEMbl M alTOPUTMa OpPraHU3allMU CaMOCTOSITENIbHBIX PaboT M MPOBEPKHU
3aJIaHAK ¢ 00SI3aTEIIPHON KOPPEKTUPOBKON 1 KOMMEHTAPHUSIMH,

— o0ecrevyeHrue MPaKTUKU OMNEpeXarollero YTeHHUs, KOrja CTYAEHTBbl 3apaHee 3HaKOMSTCS C
MaTepuajioM U BBIJCISIOT HE3HAKOMbIE U HETIOHSATHBIE CJI0BA M (DParMeHThI;

— MpeA0CTaBIECHNE BO3MOXKHOCTH COOTHOCUTH BepOaIbHbIN U rpaduuecKuii MaTepual; KOMIUIEKCHOE
UCIOJIb30BaHUE MUCbMEHHBIX U YCTHBIX CPEJCTB KOMMYHUKAIIMU IIPH paboTe B TPYIIIIE;

— COUETaHWE Ha 3aHATUAX BCEX BHJIOB PEUEBON NEATEIBHOCTH (TOBOPEHMS, CIIyIIAHUS, YTEHUS,
MUChMa, 3pUTEIHHOTO BOCIPUATHUS C JIULIA TOBOPSIIIETO);

— MpeAocTaBiIeHre 00pa30BaTeIbHOTO KOHTEHTA B TEKCTOBOM 3JIEKTPOHHOM (opMmare;

— TMPeNOCTaBICHHE BO3MOXXHOCTU TMPEAKYPCOBOIO O3HAKOMJIEHHMSI C COJEp)KaHHueM y4eOHOi
TUCHMIUTMHBL M MaTepHalioM IO Kypcy 3a c4é€T pasMenieHus MHGopMaly Ha KOPHOPaTHUBHOM
o0pa3oBaTeIbHOM MOPTAJIE;

— BO3MOXXHOCTh BECTH 3alUCh y4eOHON WH(OOpMAIMU CTYICHTaMH B yAOOHOW uisi HUX (opme
(aynnanpHO, ayTMOBU3yaJbHO, B BUJIE IIOMETOK B 3apaHee MOATOTOBIEHHOM TEKCTE);

— MPUMEHEHHE MOATAMHON CUCTEMBI KOHTPOJIs, O0jiee YacThlii KOHTPOJIb BHIMOJIHEHUS 3aJaHUM JUIs
CaMOCTOSITEIIbHON PabOoTHI,

— CTUMYJIMPOBaHUE BBIPAOOTKH y CTYACHTOB HABBIKOB CAMOOPTaHU3AIMU U CAMOKOHTPOJIS;

— HaJIM4Ke Tay3 JUIsl OTAbIXa U CMEHBI BU/IOB JESITELHOCTH 110 XOAY 3aHATHUS.

10. MeTonnueckue peKOMeHIalUM M0 OCBOCHUIO M CUMILTUHBI (MOIYJIA)
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